Virginia Provider Portal User Guide
Medicaid Management Solutions

Release: 20.14
Release Date: 12/07/2021

Note: This user manual is a draft document and will continue to be updated to reflect new
functionality and user interface (Ul) changes as a result of future releases.

VIRGINIA'S MEDICAID PROGRAM

DMAS

INNOVATION « QUALITY « VALUE



VIRGINIA PROVIDER PORTAL USER GUIDE

Privacy and Security Rules

The Health Insurance Portability and Accountability Act of 1996 (HIPAA — Public Law 104-191)
and the HIPAA Privacy Final Rule' and the American Recovery and Reinvestment Act (ARRA) of
20009 requires that covered entities protect the privacy and security of individually identifiable
health information.

145 CFR Parts 160 and 164, Standards for Privacy of Individually Identifiable Health Information; Final Rule
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1. Introduction

The purpose of this guide is to support Providers, Authorized Administrators of Providers, and
Delegates of Providers with an overview of the Provider Portal and instructions to view and
maintain provider information within the Provider Portal Maintenance.

Throughout this guide, you will see various notes to enhance your use of Provider Portal. Refer

to Table 1-1.
Table 1-1: User Guide Icons
Indicates extra tips and useful Indicates more resources are in | Indicates a critical step that you
explanations. another location, such as must take (or not take) to avoid
another document or a website. | errors.

Refer to Figure 1-1 for an overview of how the systems relevant to this guide are organized:

1. Healthcare Solutions Modular Management System (HSMMS) is a collaboration of
modules that coordinate services between providers and members, meeting a patient’s
healthcare needs. The healthcare data contained within the system must be controlled
throughout its lifecycle, protected from exposure or loss, used only for the intended
purpose, and accessed by only the intended users. Wherever sensitive data is present,
strong key management systems are essential for the control, protection, and
preservation of the underlying data.

2. Provider Services Solution (PRSS) maintains comprehensive information on all enrolled
providers and supports the claims processing, management reporting and surveillance,
and utilization review functions of the healthcare plan.

3. Provider Portal is a self- service tool that provides healthcare-related information to
those involved in provider care. The Provider Portal is a proven time and effort-saving
tool that provides 24 x 7 support to answer billing questions, check member eligibility or
update personal records. Using the Provider portal minimizes paper transactions and
increases decision-making accuracy between provider contracts and providers.

4. Provider Portal Maintenance is the self-service module within Provider Portal used to
view and maintain provider care information such as addresses, associations, billing
information, and delegate access.

© 2022 Gainwell Technologies. All rights reserved. 1
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Figure 1-1: Provider Portal System Organization
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Refer to Figure 1-2 for an overview of how a Provider accesses and uses Provider Portal.

Figure 1-2: Provider Portal Overview
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2. Information You Will Need

You need to have basic knowledge of Provider information and the policies and procedures to
support the Virginia provider operations.

You need to have access to the Provider Portal (Username and Password). Refer to section 4.1
Provider Portal Registration.

© 2022 Gainwell Technologies. All rights reserved. 3
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3. System Requirements

To successfully use all features of the Provider Portal, ensure that your computer system meets
the following minimum requirements:

¢ Reliable online connection

e Latest version of your web browser is recommended

e Accept pop-ups from the site to view detail and attachment windows
e Adobe® Acrobat Reader

© 2022 Gainwell Technologies. All rights reserved. 4
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4. Medicaid Enterprise System (MES) Secure Provider Portal
Access

Authenticated Providers, Delegates, and Authorized Administrators log in through the MES
Secure Login page to the Provider Portal to perform business transactions supporting provider
care.

e Providers receive credentials via email after their VA Medicaid enrollment is approved.
The email is sent to the portal registration contact entered during enrollment.

Note: Individual within a Group (IG) Providers who assign an Authorized
Administrator (AA) during enrollment have the option to opt-out of
creating an account for Provider Portal. IG Providers who opt-out will not
have online access to view or update their own information and will be
reliant on the AA.

e Delegates receive credentials via email after the first Provider adds the delegate to a
Service Location. Once registered, the delegate accesses all assigned Providers from
Switch Providers in Provider Portal. Refer to Section 4.3 - Switch Provider — Delegates.

e Authorized Administrators receive credentials via email after the first VA Medicaid
enrollment is approved either for the AA’s enrollment, such as for a Group Provider, or
for a Provider who has assigned the Group as an AA. Once registered, the Authorized
Administrator accesses all assigned Providers from Switch Providers in Provider Portal.
Refer to Section 4.4 - Switch Provider — Authorized Administrators.

Note: To compare Delegate and Authorized Administrator access, refer to
Section A-1 - What is the difference between a delegate and an authorized
administrator?.

© 2022 Gainwell Technologies. All rights reserved. 5
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4.1 Provider Portal Registration

Providers, Delegates, and Authorized Administrators must each complete registration for
Provider Portal.

Once you receive your credentials via email for Provider Portal, you must complete your
registration to view and maintain authorized provider information.

To complete registration, follow these steps:

1. Access your credentials which are delivered in two distinct registration emails. The first
email includes your User ID and hyperlink to access registration for Provider Portal. The
second email includes your temporary password. Refer to Figure 4-1 and Figure 4-2.

Note: Even if you have multiple Service Locations, you will only receive email
credentials for the first Service Location as registration is only completed once.

Figure 4-1: Provider Portal Access Email 1

Hello ,

This is to confirm that your request for a VA MES account has been completed
successfully.

Please use the below URL and credentials to login to your account:

USERID: ;

URL:

Note: The one time passcode to login to MES ICAM would be sent in a seperate email.

Thank You,
DMAS MES Identity, Credential and Access Management Team

This is an auto generated email from DMAS Medicaid Enterprise System, please do not
reply to this message. This message is for the designated recipient only and may contain
privileged information.

© 2022 Gainwell Technologies. All rights reserved. 6
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Figure 4-2: Provider Portal Access Email 2

Hello .

This is to confirm that your request for a VA MES account has been completed
successfully.

Please use the below one time passcode to login to your account.

Pazsword:

Thank you,
DMAS MES Identity, Credential and Access Management Team

This is an auto generated email from DMAS Medicaid Enterprise System, please do not
reply to this message. This message is for the designated recipient only and may
contain privileged information.

Note: Check your spam folder for your emails before contacting provider support.
The Subject line of both emails is “MES ICAM Account Creation Confirmed.”

2. Click your hyperlink in Provider Portal Access Email 1 to open the MES Log in page.

© 2022 Gainwell Technologies. All rights reserved. 7
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3. Enter the emailed User ID and temporary password, then click SIGN-IN. Refer to Figure
4-3 and Figure 4-4.

Figure 4-3: MES Secure Login Page
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|

Log in "
Username

Password

------------
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Figure 4-4: Complete Registration
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4. The MES Landing page appears. Refer to Figure 4-5.
Figure 4-5: MES Landing Page

LB B R AR @

LB B R AR @

"L

L7828

Provider
Management

Note: Depending on your credentials, you may have additional access tiles. This
guide addresses Provider Management which includes Provider Portal.

© 2022 Gainwell Technologies. All rights reserved. 9
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4.2 Provider Portal Log in

Use your MES credentials to access your authorized functionality in Provider Portal. Providers,
Delegates, and Authorized Administrators log in with these steps.

1. Navigate to the MES Secure Login page at
https://login.vamedicaid.dmas.virginia.gov/SecurelSS/landingpage.

2. Enter your Username and Password, then click SIGN-IN. Refer to Figure 4-6.
Figure 4-6: MES Secure Login Page

- T n

"‘\ =1 Y ARR R R
“l ) -.w J T Nw
) 23 | AR B R R

Log in
Username

Password

Forgot password? Besel ousawornd

Note: If you forget your password, click the Reset password hyperlink.

© 2022 Gainwell Technologies. All rights reserved. 10
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3. Once you are signed into your account, the MES Landing page appears with the
applications available to you. Refer to Figure 4-7.

Figure 4-7: MES Landing Page

mes

Provider
Management

4. Click the expand icon for the Provider Management application. Refer to Figure 4-8.

Figure 4-8: Provider Management Expand Icon

Provider 1}
Management
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5. Click the PRSS Portal hyperlink to access the Provider Portal. Refer to Figure 4-9.
Figure 4-9: PRSS Portal Hyperlink

Provider
Management

PRSS Portal 4

The PRSS Port&pplication
gives access to the secure
Provider Portal or the MCO/ASO
Portal depending on the user's
role.

6. The Provider Portal Secure Home page appears. Refer to Figure 4-10.
Figure 4-10: Provider Portal Secure Home Page

| e Gocgle Mesasges Comactls FAD FPortalHeb @ Logout

Provides
N ot PHOVIDER PORTAL HOME MAINTERANCE v NESOURCES »

Message Center _-— Helpful Links

NEW READ
0 0

O VIEW MESSAGES NOW

Send Secure Message

e FAQ

SRR e Fochiles &6
Codey

o OIS Wt

RDRLAR by 51!
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4.3 Switch Provider — Delegates

Delegates have their own MES login credentials and can access Provider and Service Location
information authorized by the Provider.

Note: Delegate Administrators (DAs) have full access, including managing other
delegates.

1. Complete Section 4.2 — Provider Portal Log in steps.

2. The Switch Provider page appears rather than the Provider Portal Secure Home page.
Click the Provider Name you want to work on behalf of, then click SUBMIT. Refer to
Figure 4-11.

Figure 4-11: Switch Provider

f

Switch Provider

Nama

y Emel Address

" c-v " 10 = Metve oo poge ioizem o

Note: If you are a Delegate and do not see the desired Provider listed, contact
the Provider and provide your Relationship Code to assign you as a delegate.
Refer to Section 9.2 - Portal Profile Maintenance - Delegate to locate your
Relationship Code

© 2022 Gainwell Technologies. All rights reserved. 13
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3. Click the desired Service Location in the window that appears. Refer to Figure 4-12.

Figure 4-12: Switch Provider Multiple Service Locations

[ Switch Provider Detaits @0

Base (D « T Name * ¥ Address -7
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4. The Provider Portal Secure Home page appears with the selected Provider’s identifiers.
Refer to Figure 4-13.

Figure 4-13: Delegate for Provider
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Alan Smaih 2405709167 738

Go to Berich Provider
Message Center . - Helpful Links
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0 0
: jer Forma Saarch

(J VIEW MESSAGES NOW = Rl - aid BoSetme R Providor

Send Secure Message

o DMAS et

« LmolUp
Prowdgr!
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Note: The assigned delegate functions set by the Provider determine what
displays on your Provider Portal Secure Home page.

For Example, a Delegate with access only to the Maintenance functionality will
not have Navigation Menu options for the other modules. Additionally, the
Module Tiles will not be interactive. Refer to Figure 4-14.

Figure 4-14: Example Delegate with Limited Access

* Provider MAINTENANCE »

Dedeastn 1or Provider Servce Loceon Primary - 12345 MAINE ST, SUCHMOND, VA 23230 Go 10 Switch Provider
£ 735 = —

*' Helpful Links

« Provider Manuals
) « Pronder Formns Search
said Bulintinm 38 Provider

T ol CFT

5. To access a different Provider or Service Location, return to Switch Provider. Refer to
Figure 4-15.

a. From the Navigation Menu, select Maintenance, then click Switch Provider.

b. From the Provider Identifier bar, click Go to Switch Provider.
Figure 4-15: Switch Provider After Log In

Provider
‘ Portad PROVIDER PONTAL HOME ELICIRLITY » BERVICE AUTHORIZATION » RESCUNCES « MANTENANCE » APPEALS

D
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—
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[i] |
1 s
r \
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4.4 Switch Provider — Authorized Administrators

Authorized Administrators have their own MES login credentials and can access Provider and
Service Location information authorized by the Provider. Authorized Administrators may switch
between their own Group information and authorized Individual within a Group (IG) information.

Note: Authorized Administrators have full access except the ability to change
the Authorized Administrator.

1. Complete Section 4.2 — Provider Portal Log in steps.

2. The Switch Provider page appears rather than the Provider Portal Secure Home page.
Select Yes to display a list of IGs who have selected you as their Authorized
Administrator.

3. Click the Provider Name you want to work as, then click SUBMIT to access the IG’s
information. Refer to Figure 4-16.

Figure 4-16: Switch Provider - Authorized Administrator IG

» T P A AT - [ -

Switch Provider

0 yon AT TE v e TR A Shaared 1 pas Gemgyt iy

Proaer Hame

- .-. " T . \tines | 8
-

Note: Select No, then click SUBMIT to manage your Group information. Refer to

Figure 4-17.
Figure 4-17: Switch Provider After Log In
Switch Provider
,,mf...m.._.m,.w,t._.,m.
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4. If the Provider has more than one Service Location, a window with the Service Locations
appears. Refer to Figure 4-18. This window does not appear if the selected Provider only
has one Service Location.

Figure 4-18: Switch Provider Multiple Service Locations

Emml Aadiens

CANCEL m

5. The Provider Portal Secure Home page appears with the selected Provider’s identifiers.
Refer to Figure 4-19.

Figure 4-19: Authorized Administrator for Provider
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6. To access a different Provider or Service Location, click Go to Switch Associated
Provider. Refer to Figure 4-20.

Figure 4-20: Authorized Administrator Switch Provider After Log In

PROVIDER PORTAL WONE ELIQIBILITY » SERVICE AUTHORIZATION » REBOURCES » MAINTENANCE APPEALS

Autvrized Admiiseasor Fos Frovides ALLAN H SKLAR Location 10 / NP1 300290714960001 / 1073384870 Service Location Go % Swites Associsted Frovides

5

4.5 Switch Provider — Delegates for Authorized Administrators

Delegates have their own MES login credentials and can access Provider and Service Location
information authorized by the Provider. In addition to being a Delegate for a specific Provider,
Delegates may be assigned to Authorized Administrators. The Authorized Administrator
determines which Providers, Service Locations, and security functions the Delegate can access.

Note: DAs have full access, including the ability to manage other delegates.
Authorized Administrators have full access except the ability to change the
Authorized Administrator. Refer to A-1 - What is the difference between a
delegate and an authorized administrator? for a comparison of Delegates and
Authorized Administrators.

Note: An AA is a Group that manages the Service Locations associated with the
IG after the IG’s enrollment is approved. The AA does not have the ability to
change the AA. The AA may assign delegates to manage Service Locations
assigned to the AA but does NOT directly assign delegates to the IG’s account.

1. Complete Section 4.3 — Switch Provider — Delegates steps to access the Authorized
Administrator Group.

2. To select the Provider to manage, return to Switch Provider. Refer to Figure 4-21.
a. From the Navigation Menu, select Maintenance, then click Switch Provider.

b. From the Provider Identifier bar, click Go to Switch Provider.
Figure 4-21: Delegate of Authorized Administrator Switch Provider
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3. The Switch Provider window appears with the assigned Individuals within a Group (IGs)
on the Authorized Affiliated Providers Tab. Click the Provider Name you want to work
on behalf of, then click SUBMIT. Refer to Figure 4-22.

Figure 4-22: Switch Providers - Authorized Affiliated Providers

Switch Provider Details

Name Emadl Address

provider, Group

e

rovider to work on from the list and click the *Submit® button. If the Proy ultiple s cations, you will be prompted

n of 8 service location

Provider Name

Nursing, Service providers Q

M 4.) M 10 ~ 1ems perpage

Note: If you are a Delegate and do not see the desired Provider listed, contact
the Authorized Administrator.
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4. If you are assigned to more than one Service Location for the Provider, a window with
the Service Locations appears. Refer to Figure 4-23. This window does not appear if the
selected Provider only has one Service Location.

Figure 4-23: Switch Provider Multiple Service Locations

CANCEL m

5. The Provider Portal Secure Home page appears with the selected Provider’s identifiers.
Refer to Figure 4-24. The Service Location in the Provider Identifier bar will be blank for
IG providers.

Figure 4-24: Delegate for Authorized Administrator
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Note: The assigned delegate functions set by the Authorized Administrator
determine what is displayed on your Provider Portal Secure Home page.

For example, a Delegate with access only to the Maintenance functionality will
not have Navigation Menu options for the other modules. Additionally, the
Module Tiles will not be interactive. Refer to Figure 4-25.

Figure 4-25: Example Delegate with Limited Access
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6. To access a different Provider or Service Location, return to Switch Provider. Refer to
Figure 4-26.

= From the Navigation Menu, select Maintenance, then click Switch
Associated Provider.

= From the Provider Identifier bar, click Go to Switch Associated Provider.

Figure 4-26: Delegate of Authorized Administrator Switch Provider
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5. MES Secure Provider Portal Navigation

Access key system functionality and supporting resources from the Provider Portal Secure
Home page. Refer to Figure 5-1.

Figure 5-1: Provider Portal Secure Home Page Overview

ﬁrs Virginia Department of Medical Assistance Services
o

5 y English +
Provider Services
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Search for an ’ ' p " DMAS Website
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Each feature is described in this section of this guide.

1. At-a-Glance Bar
Navigation Menu
Message Center
Module Tiles
Helpful Links

ok wpN
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This section includes four communication methods to help you submit and receive information.
Use the communication method to connect with the correct support and receive the fastest
responses. Refer to Table 5-1.

Table 5-1: Provider Portal Communication Methods

Location Communication Method Description

Read-only messages that are visible to all applicable providers.

These are system and informational messages.

List of contact information for various departments and a
At-a-Glance Bar > Contact Us hyperlink to send an email, including attachments, to the PRSS
Enrollment and Management Clerks.

At-a-Glance Bar > Messages

Send and receive messages specific to your account and maintain
Message Center conversation history. Use this for questions about maintaining
your Provider information.

Real-time access to send and receive messages specific to your
Helpful Links > Live Chat account. This is only available to Providers enrolled in the Virginia
(VA) Medicaid program during business hours.

5.1 At-a-Glance Bar

The At-a-Glance Bar is displayed throughout Provider Portal and provides overall system
support. Refer to Figure 5-2 and Table 5-2 for an overview of the features. Refer to
through Figure 5-9 for examples of each feature.

Figure 5-2: At-a-Glance Bar

™ _0 Virginia Department of Medical Assistance Services
"I 1Y ) Provider Services

Moariages Cormactis FAD PortalMetn & Logow

Table 5-2: At-a-Glance Bar

Feature \ Description

Search for key terms directly from Provider Portal. The results related to

Search Centers for Medicare & Medicaid Services (CMS) and Medicaid guidelines

display first.

View broadcast messages related to system outages, system upgrades,

new system features, important information messages, and various other

reasons.

e Broadcast messages display when you log in and are organized

by the highest priority, then sorted by effective date, with the
most recent date first, and then alphabetically by message text.

Messages e Any messages that need to be acknowledged are considered the
highest priority and thus displayed at the top of Current
Messages. Select the Read check box to acknowledge.
If a provider requests participation with an MCO and the MCO requests
additional documentation from the MCO Portal, a broadcast message
displays for the provider.
View how to contact various departments for provider support via email,
Contact Us . . . :
phone (including an automated response line), or mail.
Frequently Asked View questions and answers related to common topics about or related
Questions (FAQs) to the information contained within Provider Portal.
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Feature | Description
View help topics about Provider Portal functionality and the kind of
Portal Help . ) . : :
information available. Portal Help appears in a new window.
Logout Securely log out of Provider Portal.
Figure 5-3: At-a-Glance Bar - Current Messages
s ContactUs FAQ PortalHelp @ Logout
— o o ihs )
§ MESSAGES & O}
\
L Click Current Messages to view current broadcast messages, or click Acknowledged f
Messages to view previously acknowledged broadcast messages. "

Current Messages Acknowledged Messages

e ~ l
I Scheduled System Lockout.

We have scheduled maintenance on the system starting on 3/31/21 8:00 AM CST
through 4/1/21 8:00 AM CST

| During this timeframe the system will not be able to be accessed

For questions please contact 1-800-800-8000 Read| |

L—— S = o — ey e o e D e 4

Note: Select the Read check box to acknowledge a Current Message.
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Figure 5-4: At-a-Glance Bar - Acknowledged Messages

ContactUs FAQ Portal Help ® Logout
"4 N

MESSAGES =]

i Click Current Messages to view current broadcast messages, or click Acknowledged
Messages to view previously acknowledged broadcast messages.

’ Current Messages Acknowledged Messages

Scheduled System Lockout.
We have scheduled maintenance on the system starting on 3/31/21 8:00 AM CST

through 4/1/21 8:00 AM CST

During this timeframe the system will not be able to be accessed
I For questions please contact 1-800-800-8000
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Figure 5-5: At-a-Glance Bar - Contact Us

Messages | FAQ PortalHelp @ Logout

4 N

CONTACT US e ©

Open in separate window (&'

-~

Contact Us

Use this directory to contact us by phone or mail. Send us an Email
To report any issues,click on the online link for webmaster mail at the right.

MAILING ADDRESS

Virginia Medicaid Provider Enroliment Services
PO Box 26803
Richmond, VA 23261-6803

CUSTOMER SERVICE

\S = A

Note: The Send us an Email hyperlink is used to contact the PRSS Enrollment
and Management Clerks. This is particularly helpful if you need to submit
additional supporting attachments for your enrollment, revalidation, or change
request. Alternately, you can send an email to
VAMedicaidProviderEnrollment@gainwelltechnologies.com.
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Figure 5-6: At-a-Glance Bar - FAQ

Portal Help @ Logout

Messages ContactUs |
: B

FAQ e O

Open in separate window ('

Click a Topic to view the related Frequently Asked Questions, or use the Search tab to enter keywords to search for
specific FAQs.

This is Provider Portal overview help.

TOPICS
M Provider Portal
Claims
Eligibility
My Information g

Provider Search

Resources
4 »
|\ A
Figure 5-7: At-a-Glance Bar - FAQ Search
Messages Contact Us Portal Help @ Logout
>
FAQ & O
Open in separate window (' ‘
Click a Topic to view the related Frequently Asked Questions, or use the Search tab to enter keywords to search for |
specific FAQs.
FAQ Search ‘
S
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Figure 5-8: At-a-Glance Bar - Portal Help
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Figure 5-9: Successful Logout
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5.2 Navigation Menu

The Navigation Menu displays throughout Provider Portal and provides easy access to all
modaules in the Provider Portal. Click a Navigation Menu tile to reveal the sub-menus and click
the option that you want.

Figure 5-10: Navigation Menu

iiir“ Virginia Department of Medical Assistance Services English
1) Provider Services

0, P Goigle Measeges ContactUs  FAD Portal Help  ® Logowt

Provider sERvICE
AUTHORZATION

N ol CLAIMS » EUGIBILITY ¥ uc MAINTENANGE » PAYMENT HISTORY v REBOURCES »

Refer to Table 5-3 for descriptions of the modules available from the Navigation Menu.

Table 5-3: Provider Portal Modules

Module Description

Provider Portal Home | Return to the Provider Portal Secure Home page.

Claims Search for and submit claims.
Eligibility Verify the eligibility of members.
LTC Long-term care (LTC) information.

Manage your Provider Portal profile, your organizational information, assigned
delegates, and revalidation process.

Payment History View and search payment transactions.

Download specific files such as letters and notifications that have been sent to
the Provider.

Service Authorization | Submit authorization determinations.

Maintenance

Resources

5.3 Message Center

The Message Center feature allows you to send, receive, and track secure messages to/from
PRSS Enrollment and Management Clerks. The Message Center tile displays the message
count and links to view and send messages.

5.3.1 Read a Message

1. From the Message Center tile, click the VIEW MESSAGES NOW hyperlink. Refer to Figure
5-11.

Figure 5-11: Message Center
N>

Message Center - v Helpful Links

NEW | READ . p * Providet Manuals

0 ‘ 0
' ] * Provider Forma Searsh
O VIEW MESSAGES NOW ¥ : ' o Medicald BUlCHRREED o iclcr
* Procedurs FeeT1oa® CPT
Send Secure Message Codes r
« CMS Wabgt -
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Note: Message Center is for secure correspondence specific to the Provider
displayed on the Provider Identifier bar. Messages from the At-a-Glance Bar
are more informational and appear for all applicable Providers.

2. The Message Center page appears. Refer to Figure 5-12.
Figure 5-12: Message Center Page

Read Message Numbes Subject Response Dote Service Location Statun

There are no recordn found.

[ | . LI 10~ Dems e page N @emie 10 Gieplay o

Note: Primary Account Holders (PAHs) will see all messages sent for all Service
Locations, including messages sent by their delegates.

PAH Delegates will see messages that the delegate sent and PAH messages
created specifically for the Service Location displayed in the Provider Identifier
bar. If the PAH Delegate is assigned more than one Service Location, the
delegate can use the switch provider functionality to view the location-specific
messages.

3. Double-click a row to view the message.
5.3.2 Send a Message

1. To send a message, complete either step.

a. From the Message Center tile, click the Send Secure Message hyperlink. Refer to
Figure 5-13.

Figure 5-13: Create Secure Message

NP

-

Message Center Helpful Links

NEW ‘ READ  + Provider Manusis
0 0 , )
— = « Provider Forms Search

0 VIEW MESSAGES NOW cald Bulleting o Provider

-

¢ B :
h for .« P e | - & CP1
Send Secure Message 3 Ellglbllity ' ~ " aClaim

Verify

v

« CMS Webeit

b. From the Message Center tile, click the VIEW MESSAGES NOW hyperlink to open
the Message Center page, then click CREATE NEW. Refer to Figure 5-14.
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Figure 5-14: Create Secure Message

EACREATE NEW

Read Message Numbes Subject Response Dote Service Location Statun

There are no records found.

<

L 1.b L 10 = Dems per page No @erms 10 Gisplay o

2. The Create Secure Message window appears. Enter details, then click SUBMIT. Refer to
Figure 5-15.

a. Select the applicable location from the drop-down field if you have more than one
Service Location assigned.

b. The contact information is linked to your My Account Profile and cannot be
changed.

c. Category and Subject are required, and direct your message to the appropriate
PRSS Enrollment and clerk.

d. When a Category is selected, the Reason Code drop-down appears.
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Figure 5-15: Create Secure Message Window

MESSAGE CENTER

Return to Message Center @

Create Secure Message

Service Location

Contact Name O ContactPhone# © Contact E-mall
555-555-5555

* Category ) % Reason Code O % Subject

Portal Assistance v Provider Portal - Training

Provider 1D */ Provider/Facility Name

if submitting correspondence about a clasm, please include Claim Id and dates of service
* Detalled Description
Training Detailed Description

3. A confirmation message appears. Refer to Figure 5-16. Return to the Inbox to view
correspondence.

Figure 5-16: Message Sent Confirmation

o

MESSAGE CENTER

Fanim 10 Message Cernr @

[ [ e

Read Meesope Numder Sudjoct Reoponoe Date Service Location Statca

There are no records found

Note: Secure messages are maintained in the Message Center. You WILL NOT
receive an email or letter when correspondence is sent.

You WILL see a number under New in the Message Center tile when you log in
to Provider Portal.
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5.3.3 View Sent Messages

1. From the Message Center tile, click the VIEW MESSAGES NOW hyperlink. Refer to Figure
5-17.

Figure 5-17: Message Center

NM

Message Center = y Helpful Links

NEW | READ * Provider Manuals
0 | 0
« Provider Forma Seaish

¢ Medicald Bullgting ta Provider

« Procedum Fer Toa® CPT
Send Secure Message Eligibil fy Wh for Coden
gibility a Claim

« CMS Wabp

2. The Message Center page appears. Click the SENT tab to view a list of sent messages.

3. Double-click a record to view the message. Refer to Figure 5-18.
Figure 5-18: Sent Messages

MESSAGE CENTER

Soetorn Lo Message Certee @
o, Qesresen
Meseage Numiber Subyect Sobmitted Date Service Location Statn
100000005 u attachirent Noeded? 1102472021 3027702003243 Open
"o . L ) L - lof c

4. The Secure Message Detail page appears with the message submission details and any
responses. Refer to Figure 5-19.
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Figure 5-19: Sent Secure Message Detail

Tervice Locamon

0027770260243 + INOVA HEALTHCARE SERVICES - 3650 JOSEPH SEWICK DR STE 106,

Curtiact Maswe COontact P Cirtact § ol
Growp Provider - Inova Health Care 3020000000 melisss wanstalZBgeinmweilischnologien co
\Nenaae horde L1 00 Dot/ Trew Reoonde Dute Tere Latn

100000009 N0 17025 Cpen
Catrpry Prason COSe Bt

Provider Portal Asaistance Attachmant Needed?

~ cender O Prowiden P ackny Masw
Clar @ R e 1o Oute Bervics 16 Oate
Cotadad Ottt Olon Boorne

Do | need %0 submit an attachment 30 update my addresn?

5. Click Back to Messages to close the message. Refer to Figure 5-20.
Figure 5-20: Close Message

Go tn Gwneh Assoommed Proveke

Bk ¥ Wassapes O

Satuie LOCEDN
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5.4 Module Tiles

Module Tiles are quick access features related to features on the Navigation Menu and are
available on the Provider Portal Secure Home page.

Click a Module Tile to reveal the quick access for the feature. Refer to Figure 5-21.

Figure 5-21: Module Tiles

LN . 2 -
Illr“ Virginia Department of Medical Assistance Services Engiish
1Y ) Provider Services
X e Google Messages ContactUs  FAQ  Portal Heln (% Logowt
' P;:::‘ CLANMS » FLIGIRILITY » \ICe MAINTENANCE » PAYMENT HISTORY » NESOURCES » Aufifoﬂhvlllclsnah

Go 1o Switch Associated Provider

Message Center =" Helpful Links

NEW | READ B « Eligibiiny
0 1] ‘ -

O VIEW MESSAGES NOW g « Provider Forms Sesteh

-

|

7 . A ‘ P Provider Ll
— Verify | “ Fcarch sarch for | IR ik
Send Secure Message Eligibility, ‘acClaim [

« Medicald ¢

o Mathaalc -

» DMIAS W/ ebsit

Note: Delegates can only interact with the Module Tiles associated with access
assigned to them by the Provider.

5.5 Helpful Links

The Helpful Links section includes quick access to supporting resources with hyperlinks to:
e Eligibility
o RA Messages
e Provider Forms Search
e Provider Manuals
e Provider Reference Material
e Provider Training

e Medicaid Bulletins to Provider
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e Medicaid FAQ

e Procedure Fee Files & CPT Codes
e CMS Website

¢ DMAS Website

e List of Updates and Revisions to Provider Manuals
e Appeals Information

e Hospital Presumptive Eligibility

e HIPP Registration

o NFWS Registration

¢ Newborn/Newborn E-123

e Live Help

Note: The Helpful Links list was updated 03/17/2022. Please refer to the
Provider Portal site for changes after this date.

Refer to Figure 5-22.

Figure 5-22: Helpful Links

ﬁll\“ Virginia Department of Medical Assistance Services English =
N Provider Services

. " Google Messages Contactls  FAQ  PortalHelp 08 Logoot

Provider SENVICE
® Fortal CLAMS v ELIGIBILITY = (A1 82 MAINTENANGE » PAYMENT HISTORY » RESOURCES » AUTHORIZATION

Go to Switch Associated Provider

Helpful Links

VIEW MESSAGES NOW

Verify
Send Secure Message Eligibility

« Providaer 7
o Medicais
« Mudicai

* Procedu
Qodea

o CMS Wt
« DMAS W,

Authorization
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5.5.1 Live Help

Live Help is an online service that allows you to chat in real-time with PRSS Enrollment and
Management Clerks. Live Help provides instant online support.

To use this service, complete the steps below:

1. From the Helpful Links section, click Live Help. Refer to Figure 5-23.
Figure 5-23: Live Help Link

Provider < . - SERVIOE
# oo CLAIMS = CLOIRILITY - e MAMTENANCE = PAYMENT MINTORY » RESOURCES = ATTHORIZATION

Gat 1o Switzh Associeiiel Prisvicie

Message Center 5 g Helpful Links

NEW | READ
[ 9

Send Secure Message

» LSOl oot
L XERAT

2. The Live Chat window appears. Complete the fields, then click Start Chat. Refer to
Figure 5-24.
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Figure 5-24: Start Live Chat

New conversation %

PROVIDER FIRST NAME *

First Namg

PROVIDER LAST NAME *

Last Name

BUSINESS PHONE NUMBER *

B= +1e Phone Number

EMAIL

gnter emall

START CHAT

3. Wait to be connected with a PRSS Enrollment and Management Clerk. You may enter
your question while you are waiting to be connected. Refer to Figure 5-25.
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Figure 5-25: Connecting Live Chat

‘ Conversation
® CONNECTING TO AGENT

Please be patient while you are being

connected with an operator

4. Continue your conversation with the clerk by typing your message and hitting enter at
the bottom of the chat window. Refer to Figure 5-26.
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Figure 5-26: Conversation Live Chat

‘ Conversation

® CRYSTAL

Please be patient while you are being

connected with an operator

Good Morning, | am needing

assistance with updating my
taxonomy. Can you assist?

You are now chatting with Crystal

Good Afternoon Dr Stanley.

Yes, | can absolutely assist

with taxonomy changes

e e
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5.6 Interactive Features

Interactive features enable you to perform certain actions. The available interactive features
depend on the functionality on the page. Refer to Table 5-4 for a listing and description of the

interactive features.

Table 5-4: Interactive Features

Name Icon(s)

Action Button

Description

Action buttons are labeled to Submit, Edit, Save,

Cancel, Inactivate, or perform a more specialized
action such as Add Registered Delegate. Reset
buttons revert entered information to the most
recent saved values. Previous and Next buttons
navigate between steps.

Calendar

=

Click the icon to open a calendar and select a date.

Click the drop-down icon to view and select an

Drop-down Field | select a value... - .
option.
= Expand or collapse details in a section.
Expand & For sections with multiple expand and collapse
Collapse Expand All | Collapse All icons, Expand All and Collapse all apply to all items
' ; in that section.
Downloads the table results in the format indicated
Export SSEE e on the button. Verify that pop-up blockers allow
P [ EXPORT TO PDF downloads and follow instructions to save or open
the file.
Filter Opens filter options for search results. Filters do not
apply to all columns.
. Navigate through search results using arrows or
Paging n 23]~ * M page numbers.
. Indicates information must be entered in the field to
Required I

save or continue.

Show Inactives [ ] Show Inactives

Select the check box to toggle inactive records to
show or hide in a table.

Sorts search results column in ascending or

Sort [« [~ descending order. Sorting does not apply to all
columns.

Text Field Primary Enter text to complete the field.

Tooltip Move over the icon to display help text for the field.

5.7 Error Messages

If you try to save or submit a change that is missing required information or if the change is not
allowed based on other entered information, an error message appears. The error message may
be at the field, window, or page level, be sure to scroll through the entire area to verify if an error

message appeared.
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6. Claims

This module allows you to search for existing claims or submit claims. You will be redirected to
an external resource that appears in a new window.

To search for a claim, complete either step. Refer to Figure 6-1.

1. From the Navigation Menu, click Claims, then Search Claims.
2. Click Search for a Claim from the Module Tile, then follow the link.

Figure 6-1: Search for Claims

Provider % = BERVICE
‘ Portal CLAIMS « ELIGIBILITY » (810 MAINTENANCE » PAYMENT HISTORY » RESOURCES » AUTHORIZATIO

Group provider Search Claims

- seassor

Message Center e Helpful Links
= ;a(_():\:_) « RA Messages
« Provider Forms S&srah

ES NOW . « Provider Manusia

5 earch for « Provider Refern giMeaterial
a Claim o Provides T8 ninc

« Megdigaiitu!llenn

« Medicald F.C

SDERIRE ¢ Fee Files & CR]
Codes

OMS W -0 liE
» DMAS Vb (o

SRR pdates and
10 Previo
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7.  Eligibility

This module allows you to verify if members meet the qualifications for a particular benefit. You
will be redirected to an external resource that appears in a new window.

To access member eligibility verification, complete either step. Refer to Figure 7-1.
1. From the Navigation Menu, click Eligibility, then Verification.

2. From the Module Tile, click Verify Eligibility, then follow the link.
Figure 7-1: Eligibility Verification

Provider
® sorta FROVIDER PORTAL WOME ELIIBILITY v SERVICE AUTHORIZATION » FRESOURCES » MAINTENANCE » APFEALS

el Verthcation

— ~
Message Center ' . Helpful Links
T REWT | READ &l - RAMessages
0 0
r Mianusls
O VIEW MESSAGES NOW . y . orme Ssarch
PEERICT o

« Medicaid B

Send Secure Message

B & PIOCOOINE oo Files
Codes

« CMSWey. !

« DMAS -

« Hospital® '

SN0/ NI
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8. Long-Term Care (LTC)

This module allows you to add new and view existing LTC segments for members.

SERVICE
SUGIILITY » » MAINTEMANGE = PAYMENT MISTORY » RESQURCES ~ AUTHORIZATION
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9. Maintenance

This module allows you to view and maintain your provider information and additional
management activities such as managing delegates and accessing revalidation.

9.1 Portal Profile Maintenance - Provider

1. From the Navigation Menu, click Maintenance, then Portal Profile Maintenance. Refer to
Figure 9-1.

Figure 9-1: Portal Profile Maintenance

srawce
ALTHORIZATION

SLIMNIITY - WMECe MANTENANCE PAYMENT MG TORY » WEROURTES «

Ported Profile Muintssncs

Marage My Informerten

Helpful Links

Marage Dubigitim

firesdiacdation

The My Account Profile page appears with your profile information. Refer to
Figure 9-2.
Figure 9-2: View My Account Profile

MY ACCOUNT PROFILE

CONTACT INFORMATION

Usar iD

Fra hame Moo Kame Last Name

Dsgray Mame

Prinze Mack
POONa NuvOe Cusren Essd
ROLES
o
PREFERENCES
-
covces [

2. Optional: Update your provider profile information.

a. Click Edit to enable the fields.

b. Enter updates, then click SAVE. Refer to Figure 9-3.
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Figure 9-3: Edit My Account Profile

MY ACCOUNT PROFILE

CONTACT INEORMA 10N
& Fewt law Mdfe toare & Laxt v

* Daphay Mame

MEFERENCES

Prvery Langinge

faglsh

- S

9.2 Portal Profile Maintenance - Delegate

1. From the Navigation Menu, click Maintenance, then Portal Profile Maintenance. Refer to
Figure 9-4.

Figure 9-4: Delegate - Portal Profile Maintenance

PROVIDEN PIATAL MOME LLIGBUTY v TCFVOT AUTHORIZATION » FESONRGEN «

WARRENTON PHANMALCY INC N 1013500903

aln

¥ Sannes

Send Secure Message

2. The My Account Profile page appears with your profile information. Refer to

Note: A Registered Delegate must give the Relationship Code to additional
Providers to be added as a Delegate. If you do not see an expected Provider on
your Switch Providers window, contact the Provider with this Relationship
Code and ask to be added as a Delegate.
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Figure 9-5: Delegate - My Account Profile

MY ACCOUNT PROFILE

CONTACT INFORMATION

UsxID
Last Narme

Sample

Mizgie Name

Foat Name
Trainee

Display Nams
Trainee Sample
Reistonanp Code
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Phone Nurmider

302-555-5555

ROLES
Current Roles
Provider Delegate

PREFERENCES
Primary Lecguage
cuvce

English

3. Optional: Update your delegate profile information

a. Click Edit to enable the fields.

b. Enter updates, then click SAVE. Refer to Figure 9-6.
Figure 9-6: Delegate - Edit my Account Profile

Required Fields ( % )

MY ACCOUNT PROFILE

CONTACT INFORMATION
) Middle Name ' % Last Name
Sample

* First Name
Trainee

* Display Name
Trainee Sample

' Relationship Code

* Phone Number * Current Email
PF30KQ8I

302-555-5555

PREFERENCES
Primary Language

English -
CANCEL

RESET
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9.3 Manage My Information

9.3.1 Manage My Information Navigation

1. From the Navigation Menu, click Maintenance, then Manage My Information. Refer to
Figure 9-7.

Figure 9-7: Manage My Information Menu

sravice
ALTHORIZATION

SLMMNILITY = 8 13 MANTENANCE PAYMENT MG TORY » WERLUREES «
Portel Profile Muintssnce
Marage My Inforetion
.
Helpful Links

L L

firesdicdation

Note: If you are a Delegate with access or an Authorized Administrator, you can update
maintenance information on behalf of the Provider.

Verify that the correct Provider is selected. Refer to Sections 4.3 - Switch Provider —
Delegates, 4.4 - Switch Provider — Authorized Administrators, or 4.5 - Switch
Provider — Delegates for Authorized Administrators for instructions to switch
Providers if you need to make a change.

Figure 9-8: Provider Identifier Bar

‘ Provider SERVICE
A~ Portal CLAIMS v ELIGIBILITY v cy MAINTENANCE v PAYMENT HISTORY v RESOURCES v AUTHORIZATION

- Y|
Delegate For Provider Location 1D/ NP1 30027683210001 / Service Location Primary - 12345 MAINE ST, RICHMOND, VA 23230- Go 1o Switch Provider

Alan Smith 2405709167 1735

2. The Manage My Information Welcome page appears. If you have more than one Service
Location option, select your desired Service Location from the drop-down list. Click
START. Refer to Figure 9-9.
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Figure 9-9: Manage My Information Welcome Page

Welcome 10 the Virginia Medicasd Provider Portal Ths DOt fias Been estadlished 1o provide & convenent process of upaating and subnutting chsnges 1o your organizations
nformaton

To begin ssiact ‘Start”, you will 1hen De presentad with & senss of talie 10 assist you i navigating 1o the Infarmation you wish 10 update or submt

YOu will De abie 10 review and uDdate your Drovider coganizational informet) g the redevant tabe Desed ON aach aerviCe UOO snlected

Important information
After you have COmpseted your uodates and SUDMITLed any MICESSHY INfarmEton, vist the Manage ACCounts Dage - Provioer Portal/Maintenance/ Portal-Profle-Maintenance - 10
tevaw @ uddate your profile informaton

ERVICE LOCATION INFORMATION

‘s«w.n.ownon

[sedect a valy
‘ {}

ma

Note: For Individual within a Group Providers, affiliated Group Service
Locations only display the Service Location ID on the Welcome page. View
the Group’s Service Location details from the Affiliations tab.

3. Navigate to the desired module to view or update information. Refer to Figure 9-10.

» Indicates the Provider name and the National Provider Identifier (NPI) for the
information in this module.

= Click the tile to navigate to a specific module.
» Click CANCEL to discard your changes since your last save.

» Click PREVIOUS or NEXT to move to the previous or next module.
Figure 9-10: Manage My Information Navigation

a Doctor Smith | NP12408145076

O JOo Oca
O Other Information O MCO Metwark O Request Tracking

C
CANCEL) 8

Note: The tiles displayed are based on the Provider’s enrollment type and other
enrollment details. All modules are listed in this guide, but not all will be
applicable to the provider information you are viewing in Provider Portal.
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9.3.1.1 Add/Edit Field Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

1. From the desired module, select the field(s) to edit.

Note: For descriptions of field types, refer to Section 5.6 - Interactive Features.

2. Click SAVE in the section. Refer to Figure 9-11.

Note: If the change requires processing, it will NOT display in the section until
approved. Refer to Section 9.3.1.5 - Track Changes to track your request.

Figure 9-11: Manage My Information Field Update

LOCATION NAME AND ADDRESSES

Required Fields { % |
* Name

( Primary ) ¥| Primary

weser =

9.3.1.2 Add Table Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

1. If atable has multiple tabs, click the tab for the desired information. Refer to Figure 9-12.

Figure 9-12: Table Tabs Example

L Mrimary I Fective UDate End Dmv Satus

Show bactives © CREATE NIW

Yes 0772072021 /3109999 Active

2. Optional: View the information in the table. Use the sort and filter features included in
Section 5.6 - Interactive Features to find the desired information more easily.

Note: The table view allows you to see all of the records at once. However, some
fields may not display in this view to maximize visibility. To view all fields for a
record, continue to the next step in this section.
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3. Inthe table header, click CREATE NEW to add, modify, or inactivate a record. Refer to
Figure 9-13.

Figure 9-13: Create New Example

| Snow Inactives €3 CREATE NEW 4

Degree Schook Year of Gracduation Status

4. A window appears with the applicable fields. Complete the fields, then click SAVE. Refer
to Figure 9-14.

Figure 9-14: Create Record Example

Required Fields ( % )
* School )} * Yearof G...
Johns Hopkins 1995

CANCEL ,

5. A success message is displayed, and the record appears in the table. Refer to Figure
9-15.

Note: If the new record requires processing, it will NOT display until approved.
Refer to Section 9.3.1.5 - Track Changes to track your request.

Figure 9-15: Saved Record Example

DEGREES

v
Qvai der Degree was successfully saved. l

[ ] Show Inactives CREATE NEW

Degree School Year of Graduation Status
‘ M.D. Johns Hopkins 1995 Active i

9.3.1.3View/Edit/Inactivate Table Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

1. If a table has multiple tabs, click the tab for the desired information. Refer to Figure 9-16.
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Figure 9-16: Table Tabs Example

2. Optional: View the information in the table. Use the sort and filter features included in
Section 5.6 - Interactive Features to more easily find your desired information.

CREDENTIALS
~

MY Primay I Mective Date End Dmie Satus

|| Bhow bactives © CREATE NIW

Yos 0752072021 123119999 Active

Note: The table view allows you to see multiple records at once. However, some
fields may not display in this view to maximize visibility. To view all fields for a
record, refer to Section 9.3.1.3 - View/Edit/Inactivate Table Information.

3. From the table records, click a specific row to view more details. Refer to Figure 9-17.
Figure 9-17: Open Table Record Example

DEGREES

[ | Show Inactives CREATE NEW

Degree School Year of Graduation Status

N

4. The record detail window appears. Click EDIT. Refer to Figure 9-18.
Figure 9-18: Edit Table Record Example

View Degree

School Year of Gra...
Johns Hopkins 1995

5. Edit or inactivate the record.
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Note: Know the difference between End Dating and Inactivating

e Edit the End Date field to indicate a record that will no longer be
applicable, such as an expiring license.

e Inactivate a record only if the record was entered incorrectly and the
correction is not allowed by editing fields.

Note: If the change requires processing, it will NOT display until approved. Refer
to Section 9.3.1.5 - Track Changes to track your request.

» Edit the field(s) and click SAVE. A success message is displayed, and
changes reflect in the table records. Refer to Figure 9-19.

Figure 9-19: Edit Table Record Example

Required Fields (% )

* School * Year of G

Johns Hopkins 2000

RESET INACTIVATE CANCEL

= Click INACTIVATE. Refer to Figure 9-20. A success message is displayed,
and the record is removed from the table.

Figure 9-20: Inactivate Table Record Example

Required Fields (% )
* School * Year of G..
Johns Hopkins 1995

RESET  INACTIVATE j} NN SAVE |

Note: Records can be inactivated to indicate incorrect information
but not deleted. This allows an audit trail with changes to be
maintained.
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9.3.1.4 Add Attachments

Add attachments to support change requests. Some changes require attachments to be saved.
Attachment sections may appear on module pages or on add or edit windows; the steps are the
same.

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

1. Click CREATE NEW. Refer to Figure 9-21.
Figure 9-21: Create New Attachment

Attachments

CREATE NEW. .

Transmission Method Attachment Type Uploaded Files

2. Select the Attachment Type, then click SELECT FILE. Refer to Figure 9-22.
Figure 9-22: Select File Attachment

New Attachment

Transmission Method ¥ Attachment Type

Electronic Only License and Certification

* Upload File

SELECTFILE

RESET 1} CANCEL m

3. Follow the prompts to select the file from your computer to upload the file. Once you
upload the file, click SAVE. Refer to Figure 9-23.
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Figure 9-23: Save Attachment

New Attachment

Transmission Method @ % Attachment Type
Electronic Only License and Certification

* Upload File

SELECT FILE + Done

Sample Attachment.pdf

CANCEL

Note: Accepted Attachment Types are .pdf, .jpeg, .png, .doc, and .docx.

4. The attachment is displayed in the list. Refer to Figure 9-24.
Figure 9-24: Added Attachment

Attachments

CREATE NEW

Transmission Method Attachment Type Uploaded Files

Electronic Only License and Sample Attachment.pdf
Certification

9.3.1.5Track Changes

When changes are saved, there are two different types of messages, Successfully Saved and
Successfully Submitted for Processing.

» Successfully Saved: Indicates that changes are immediately reflected in Provider Portal.

= Successfully Submitted for Processing: Indicates that approval is required before the
change(s) are displayed in Provider Portal. These messages include a Transaction ID.
Refer to Figure 9-25.
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Figure 9-25: Transaction Id

SPECIALTIES

Your Speciplly tequest han been successtully submitted for processing. You \ ' 1 IIFSAAGEELL Once your request haa beer
approved, It will dispiay here

Note: The Provider’s responsibility is to verify that requested changes have been
approved before incorporating the change into their business practices.

If a change is rejected and is still desired, the Provider’s responsibility is to make
adjustments and create a new request.

Know these points for change requests that require processing:

e PRSS Enroliment and Management Clerks must review change requests, and additional
information may be requested to approve the change.

e The time to process your request will vary based on its complexity and the volume of
submissions in the queue.

e Change requests for the same type of information cannot be submitted until the existing
update is approved or rejected.

e View the status of your request, including comments from PRSS Enrollment and
Management Clerks, in the Request Tracking module. Refer to Table 9-1 and Figure
9-26.

Table 9-1: Request Tracking Status

Workflow Status Description
In Process Pending review by PRSS Enrollment and Management Clerk.
Approved Change is accepted and has been updated in Manage My Information.

Change is rejected, and no changes have been made.

If the change is still desired, the Provider must submit a new request
that addresses the comments. The original change CANNOT be
Rejected resubmitted with a change.

If an explanation is needed to support the request, send an email to
VAMedicaidProviderEnrollment@gainwelltechnologies.com with the
reasoning before submitting a new request.

Note: Use the Message Center or Live Help to inquire about your change
request. Include the Transaction ID for the fastest response.
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Figure 9-26: Request Tracking

NA Base 1D Kamre

Service Location

REQUEST TRACKING

Category Transaction 1D Request Date Workflow Status Commaent
Lcense BOWLFCCGQO 0302022 IN-PROCESS
Spoasy BVHKXXYUGGW oy 10202 APPROVED

9.3.2 General Information

The General Information page contains information about your Provider’s initial enrollment,
identifying information, degrees, and Electronic Funds Transfer (EFT) status. Refer to Figure
9-27.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-2 for a list of fields that can be viewed or edited in the General Information
module.

e The fields are organized by section in the order that they appear.

e Fields may be hidden if they do not apply based on your enroliment information.

¢ |f the Requires Processing? column includes a check mark; a change request will be
pending until a PRSS Enroliment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-2: General Information Fields

General Information

Enrollment Type

Enrollment Information Provider Type
Effective Date
Provider Information Ownership V4
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General Information

SSN

Gender

Date of Birth
Title

First Name
Middle Name
Last Name

Only Name
Updates

Business Name
Suffix

Ethnicity
Degree

School

Degrees -
Year of Graduation

Status

Type of Account at Financial
Institution

Financial Institution Name

EFT Enroliment Account Verification Status
Effective Date

End Date

Status

Add, Edit, Delete

KPS KKKKKIKIKKKKK

Note: When changing the provider name fields, modify all name fields you wish
to update before clicking SAVE to approve all changes in one request.
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Figure 9-27: General Information

e ~.~

() 0o mtumrition

EF T ENROLLMENT

Type of Account st Financisl
Ingntution

Fnancial instingion
Nama

Thera are no records found.

Accoumt Verification Effactive Date
Status

There are no records found

End Date

| Show Inactives  CREATE NEW

NEXT
General Information
ENROLLMENT INFORMATION
Esroiment Type rcarie Typs Effectve Date
Individusl Pharmacist o3/247202)
PROVIDER INFORMATION <
e -
Owoerstip * N Gender Date of Sty
Yes ® No o, ® select a value g
Tile * First hame M Narme ¥ Last Narrw Safta £ty
select a volue -
sese (s
DEGHEES
| Show Insctives €3 CREATE NEW
Degroe School Year of Graduation

Status

Statum
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9.3.2.1 EFT Enrollment Overview

Note: EFT Enrollment only applies to Atypical, Group, Facility, and Individual
enrollments.

Virginia Medicaid allows one active EFT Enrollment per NP1 or Tax ID (Tax ID for Atypical
Providers only), including all Service Locations associated with that identifier.

Changing the EFT Enrollment for an NPI or Tax ID will impact all Service Locations associated
with that identifier.

Note: To ensure that you are correctly paid, link your NPI to your EFT Enrollment
if you have one. Only Atypical providers should use Tax ID for those Atypical
locations.

9.3.2.2Change EFT Enrollment

Only one active EFT Enrollment can exist per Base ID, including all the Service Locations under
the NPI or API listed on your Provider Identifier bar. Refer to Figure 9-28.

Figure 9-28: Provider Identifier Bar

Provider
A portal ELIGIBILITY

Alan Smith | NPI 2405709167

If an existing EFT enrollment already exists and is currently active, follow these steps:

1. Complete steps in Section 9.3.1.3 - View/Edit/Inactivate Table Information to open the
EFT Enrollment fields for editing.

2. Update the End Date for the current EFT Enrollment to the last date that you wish to
process billing with that account which must be greater than or equal to the current
date.

Click SAVE to update the End Date.

4. Due to security and compliance requirements, your request must be processed by a
PRSS Enrollment and Management Clerk before you can add a new EFT. Refer to Section
9.3.1.5 - Track Changes.

5. Once your existing EFT enrollment End Date change has been approved, complete steps
in Section 9.3.1.2 - Add Table Information to add a new EFT Enrollment.

9.3.2.3Add EFT Enrollment

1. Complete steps in Section 9.3.1.2 - Add Table Information to add a new EFT Enrollment.
The Add EFT Enrollment window contains the banking information to where payments
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are made, including the account type, name, and address of the financial institution, etc.
Refer to Figure 9-29.

2. Be sure to expand the Submission Information section to complete your electronic
signature.

3. Add at least one attachment supporting your banking request.

Note: Field-level error messages may be in collapsed sections. If clicking save
does not update, check the collapsed sections for missing information.

Figure 9-29: Create New EFT

Add EFT Enroliment

Required Fields (% )

PROVIDER INFORMATION

Provider Name ' Doing Business As Name Base D
PROVIDER ADDRESS
Address Line 1 “ Address Line 2
City State @ Country ! ZIP Code/Postal Code
select a value... v selectavalue... v
Expand All | Collapse All
PROVIDER IDENTIFIERS INFORMATION =
Tax Identification Number (T1.. National Provider Identifier (N.. * Other Identifier “' Assigning Autho... Trading Partner ID
select a -
License Number License Issuer “  Provider Type *  Provider Taxonomy Code
select a value... ~ selectavalue... -
PROVIDER CONTACT INFORMATION e
Title Contact Last Name Contact First Name Contact Middle Name
Telephone Number Telephone Number Extension Fax Number Email Address
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PROVIDER AGENT INFORMATION =
Provider Agent Name
PROVIDER AGENT ADDRESS
Address Line 1 4 Address Line 2
City ) State ’ Country ) ZIP Code/Postal Code
select a value... ~ selectavalue... v

PROVIDER AGENT CONTACT INFORMATION

Title “  Agent Contact Last Name 4 Agent Contact First Name 4 Agent Contact Middle Name
Telephone Number ' Telephone Number Extension ' Fax Number ' Email Address

FEDERAL AGENCY INFORMATION =]
Federal Program Agency Name 7 Federal Program Agency Identifier Federal Agency Location Code

RETAIL PHARMACY INFORMATION =]
Pharmacy Name ©  Chain Number /  Parent Organization ID ' Payment Center ID
NCPD PProvider ID “ Medicaid Provider Number

FINANCIAL INSTITUTION INFORMATION =

* Financial Institution Name

Address Line 1 4 Address Line 2
City ! State Country ZIP Code/Postal Code
select a value... v selectavalue... -
Financial Institution Telephone... ' Telephone Number Extension
* Financial Institution Routing.. © % Type of Account atFinancla. © ¥ Provider's Account Number with Financia.. ©
select a value... -
* Effective Date } % End Date
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ACCOUNT NUMBER LINKAGE TO PROVIDER IDENTIFIER

* Account Number Linkage to Provider Identifier Type /% Account Number Linkage to Provider Ide...
(&) Tax ID Number (O NPI

rciude with brvoiimect Sobrismas

New Enroliment select B value

011372022

Attachments

CREATE NEW

Tranamission Method Aniachment Type Uplcaded Flles

9.3.3 Specialties

The Specialties page contains information about your Specialty associated with your Provider
Type and your Taxonomy associated with your Specialty. Refer to Figure 9-30.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-3 for a list of fields that can be viewed or edited in the Specialties module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enroliment information.

¢ |f the Requires Processing? column includes a check mark, and a change request will be
pending until a PRSS Enroliment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-3: Specialties Fields

Specialties

NPI
Service Location | Base ID
Information Name

Service Location
Specialties Primary v Add and Edit Only
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Specialties

Specialty v
Taxonomy v
Effective Date v’
Non-Primary Only
End Date Primary Always 12/31/9999
Status
Taxonomy v
i Effective Date
Additional v Add, Edit, Delete
Taxonomies End Date v
Status

Figure 9-30: Specialties

NP1 Sase i NaTe

Sanaca Location

PECIALTIE
ity SOmCUAS AE0c g W POu” BIOW0St trpe wil e semiatie 10 be s00ed o this s Oty one speacanty Can Be desigrated ae the primary specaty & toncrTy coge may be regueed Bepenang Leon the
it 3o
Show Inactives  CREATE NEW
Primary Specialty  Yaxonormy Effective Date £nd Date Stats

264 - Pharmsost 183500000X - Phasmacist 03/2472020 1290 Allive

ADDITIONAL TAXONOMIES

Show Inactives CREATE NEW

Tazonofmy Effective Dats End Date Status

There are no records found
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9.3.3.1 Add Specialty

Since the Specialty selected impacts which Taxonomies are applicable, adding a Specialty has
extra features.

Complete steps in Section 9.3.1.2 - Add Table Information to add a new Specialty with these
adjustments:

1. Start typing keywords or the specialty number for the Specialty that you wish to add and
click the Specialty in the drop-down list. Refer to Figure 9-31.

Figure 9-31: Add Specialty

Required Fields (% )

% Specialty

[Dha x]

268 - Pharmacist
Q 1 match found.

|E 12/31/9999 B J Primary

Attachments

CREATE NEW

Transmission Method Attachment Type Uploaded Files

2. Click the drop-down list field and select the Taxonomy. Once the Specialty is selected,
the Taxonomy field appears. If only one Taxonomy is associated with that Specialty, the
Taxonomy is automatically populated. Refer to Figure 9-32.
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Figure 9-32: Add Taxonomy

Add Specialty (x)

- i Required Fields { % )
pecialty

268 - Pharmacist

% Taxonomy

[select avalue...

select a value...

1835P2201X - Ambulatory Care
1835C0205X - Critical Care X
1835G0303X - Geriatric ~ *
1835N0905X - Nuclear
1835N1003X - Nutrition Support
A\ 1835X0200X - Oncology

1835P0200X - Pediatrics
\

Transmission Method Attachment Type Uploaded Files

Note: If you are adding a Primary Specialty and this Taxonomy is already listed
in the Additional Taxonomies section of the Specialties window, this change
will NOT save.

To add an existing Taxonomy to the Primary Specialty, end date it in the
Additional Taxonomies section before adding the Primary Specialty. Refer to
Section 9.3.1.3 - View/Edit/Inactivate Table Information to end date the
Taxonomy.

3. Complete steps in Section 9.3.1.4 - Add Attachments to add Attachments.

Note: There is not a specific attachment type required. Select the best match to
document your license, certification, etc., for your new specialty.

Verify that your change was successfully submitted in the Request Tracking
module. Note: If you click Save before adding an attachment, you will receive an
error message. If you add an attachment and click Save, the error message still
displays, but the request is processed.

4. Click SAVE. The request is sent for processing.
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5. Once processing is complete, and your request is approved, the Specialty displays in the
Specialties section of the Specialties module. Refer to Figure 9-33.

Figure 9-33: Added Specialty

SPECIALTIES

Only specialties associated with your provider type will be available to be added on this screen. Only one specialty can be designated as the primary specialty. A taxonomy
code may be required depending upon the selected specialty.

[ ] Show Inactives CREATE NEW

Primary Specialty Taxonomy Effective Date End Date Status
X 268 - Pharmacist 183500000X - 03/24/2021 12/31/9999 Active
Pharmacist

9.3.3.2Change Primary Specialty

Depending on your Provider Type, you may have multiple specialties with overlapping active
dates, but exactly one Specialty must be designated as Primary, and that Primary Specialty
always has an End Date of 12/31/9999. The Primary Specialty is used by Virginia Medicaid for
outreach communications and to drive business rule integrations such as those used in claims
processing.

To change which Specialty is Primary, follow these steps:
1. Complete steps in Section 9.3.1.2 — Add Table Information to add a new Specialty and
select the Primary check box.

2. Adding or changing your primary specialty requires processing. Refer to Section 9.3.1.5
- Track Changes to track the progress of your request.

3. Once approved, the “old” Specialty retains the End Date of 12/31/9999. If this date is
inaccurate, complete steps in Section 9.3.1.3 — View/Edit/Inactivate Table Information
to open the Specialties fields for editing the “old” primary specialty.

a. Update the End Date of the “old” primary specialty. It must be greater than or
equal to the current date.

b. Add Attachments, as needed.
c. Click SAVE to update the End Date.
Note: If a Specialty no longer applies, you must add a new Specialty as Primary

and set the End Date of the “old” Specialty to finish, which will change the
Statusto Inactive.

4. If the Taxonomy associated with the “old” Primary Specialty is still applicable, complete
steps in Section 9.3.1.2 — Add Table Information to add the Taxonomy in the Additional
Taxonomies section.

Note: The Taxonomy associated with your “old” primary specialty DOES NOT
automatically get added to the Additional Taxonomies section.
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9.3.4 Addresses

The Addresses page contains information about the Service Location, Pay To, Mail To, Remit
To, and IRS Address addresses used to support provider services. Refer to Figure 9-34.

Note: The Addresses page does not display providers enrolled as Individuals
within a Group (IG). The associated Group Service Location address information
is found on the Affiliations page.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-4 for a list of fields that can be viewed or edited in the Addresses module.
e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enroliment information.

¢ |f the Requires Processing? column includes a check mark, and a change request will be
pending until a PRSS Enrollment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-4: Addresses Fields

Addresses

NPI
Service Base ID
Location
Information Name

Service Location
Location Name | Name v
and Addresses | Primary v/

Address Type v

Address Name v

Address Line 1 v

City v’
Addresses State v
*Only the Service —;
Location Zip Code v Service Location Only
selected on the | Effective Date v Edit, Delete
Welcome page e Service Location
may be edited. and Mail To require

End Date additional steps.

e Other Addresses
may be edited.

Status

Day v

From Hour
Office Hours v

To Hour v

Status
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Figure 9-34: Addresses

CANCEL

SERVICE LOCATION INFORMATION

NFI © BaselD ©  Name

Service Location

LOCATION NAME AND ADDRESSES

Required Fields { % |

* Name

Primary v| Primary

RESET SAVE
ADDRESSES

[ | Show Inactives CREATE NEW

Address ~ Address ~ Address v City ~ State v ZIPCode  ~ Effective ~ End Date v Status ~
Type Name Line 1 Date
Service Primary RICHMOND Virginia 23230-1735 03/25/2021 12/31/9999 Active »
Location
Mail To Primary RICHMOND Virginia 23230-1735 03/25/2021 12/31/9999 Active
Pay To Primary RICHMOND Virginia 23230-1735  03/25/2021 12/31/9999  Active

OFFICE HOURS

[ Shownacives

Day From Hour To Hour Status =

There are no records found.
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9.3.4.1 Change Service Location Address

Service Location addresses can neither be Inactivated nor End Dated. Edit the existing Service
Location address record.

e Complete the steps in Section 9.3.1.3 — View/Edit/Inactivate Table Information to edit
the Service Location address record.

e Editing a Service Location address requires processing. Refer to Section 9.3.1.5 — Track
Changes to track the progress of your request. Once approved, the updated Service
Location address information REPLACES the “old” information, and you have no further
steps to complete.

9.3.4.2Change Mail To Address

Mail To addresses can neither be Inactivated nor End Dated. To change it, create a new Mail To
address.

e Complete steps in Section 9.3.1.2 — Add Table Information to add a new address and
select Mail To in the Address Type drop-down list.

e Adding a Mail To address requires processing. Refer to Section 9.3.1.5 — Track
Changes to track the progress of your request. Once approved, the Effective Date of the
“new” Mail To address and End Date of the “old” Mail To address is updated.

Note: Mail will not be sent to the “new” address until AFTER the request is
approved. After approval, the “old” Mail To address will have an End Date of the
day before the “new” Mail To address Effective Date.

9.3.5 Service Location

Note: The Service Location page does not display for Facilities, Groups, and
Atypical providers. The information is found on the Addresses page.

The Service Location page contains information such as whether new patients are accepted,
age restrictions, etc. Refer to Figure 9-35.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-5 for a list of fields that can be viewed or edited in the Service Location
module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enrollment information.

¢ If the Requires Processing? column includes a check mark; a change request will be
pending until a PRSS Enrollment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.
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Table 9-5: Service Location Fields

NPI

Service Location Base ID
Information Name

Service Location

Accepting New Patients with
special needs

Opt-out of Provider Directory
Accepting New Patients

e Type of Patients
Service Address Accepted v
Information

AN

e Preferred Patient Gender
Age Restrictions

e Minimum Age W
e Maximum Age

PCP v

Figure 9-35: Service Location

L Bass 1l Name

¥ Accepting New Patlenty Age Restiction

* Typs of Patierts Acsepted Mimimum Age Mmimgm Age
Accepting new patients
* Srwhwred Patiert Gerader pop
No Restrictons - ® No
seser e |
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Note: The Primary Care Provider (PCP) indicator does NOT affect Virginia
Medicaid; if the indicator is changed from Noto Yes an Attachments section
appears; however, attachments are NOT required for PCP changes. Skip the
Attachments section and click SAVE.

9.3.6 Organization

The Organization page contains information such as the organization type, business start date,
tax classification, etc. Refer to Figure 9-36.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-6 for a list of fields that can be viewed or edited in the Organization module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enroliment information.

¢ If the Requires Processing? column includes a check mark; a change request will be
pending until a PRSS Enrollment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.
Table 9-6: Organization Fields

NPI
Service Location | Base ID
Information Name

Service Location

Organizational Type

Associated Tax Classification

for Limited Liability Company

Other Organization Questions

o Registered with Secretary
of the State

e Incorporated

e Chain Affiliated

e Operated by v
Management Company

e Domestic Owned
Corporation

e Foreign-Owned
Corporation

AN

Organization

Note: If the Registered with Secretary of State check box is selected, the
Business Start Date field appears and is required. If the Incorporated check box
is selected, the Incorporated As of Date field appears and is required.
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Figure 9-36: Organization

Seraca Location

ORGANIZATION

* Organtzation Type

Corporstion

1t Ooganuzation typo seacied & Limbed Listelity Company, tefect tax caasfioati
* Assocated Tax Clasafication for Limied

Corponstion

Entdes dong Duesingas in the Stame escop! 300 IS SSS0CIBNONS SUCT) 3 506 OVOpIetor sty s QENATE DA TIRIINDE, TTIEE Su IeguEtered with e Secrotary oF At For more Wiormation oo the
WOAIINGO (YOCOSE, PhEae 00 10 Ove SacTetary of SHAe wooan &t MRS A/ wwwe CIHE. SO0/

9.3.7 Affiliation

The Affiliation page contains a list of all the affiliations between Individual within a Group (IG)
and Group Providers and between Ordering, Referring, Prescribing Physicians (ORP), and Facility
Providers. Group providers who act as Authorized Administrators on behalf of IG providers will
have an additional section to distinguish IGs that have granted the Group authorized
administrator privileges and all associated IGs with the Group. Refer to Figure 9-37 to Figure
9-39.

e |G Providers search and view Group Providers.
e Group Providers search and view IG Providers.
e ORP Providers search and view Facility Providers.

e Facility Providers search and view ORP Providers.
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Note: The Affiliation page does NOT display for Atypical Providers or Providers
only enrolled as Individuals. Group and Facility Providers find their own Service
Location information on the Addresses page.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-7 for a list of fields that can be viewed or edited in the Affiliation module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enrollment information.

¢ |f the Requires Processing? The column includes a checkmark; a change request will be
pending until a PRSS Enroliment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-7: Affiliation Fields
Organization

NPI
Service Location Base ID
Information Name

Service Location

NPI Search with
Last Name magnifying glass

First Name icon to identify C.)nl'y Individual

- . - - . within a Group or
Affiliated Providers — Middle Name existing provider .

I - . , : Group Providers
Affiliations N Service Location ID information. adding or
(Group and Facility) Effective Date v updating

End Date v affiliations
Status
Authorized Administrator Search with

Affiliated Providers
(Individual within a Group)

Provider Name

magnifying glass
icon to identify
existing provider
information.
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Figure 9-37: Affiliation - Group and Facility

PREVIOUS NEXT

MFILATED PROVIDERS

AUTHORIZED ADMINSTRATOR FOR -]

Sanvios Lacation D Firet Narme Las) Name ASfeoun m in Fface

No Authorized Administrator nghts are found
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Figure 9-38: Affiliation — Authorized Administrator

Qe
— @

CANCEL
SERVICE LOCATION INFORMATION
Serice Lecation
AFFILIATED PROVIDERS
AUTHORIZED ADMINISTRATOR FOR =
Service Location 1D First Name Last Name Affiliation Is In Effect
3002901 4960001 ALLAN SKLAR Yes
o . D] 10~ tarms per page 1-1 of 1 ey c
AFFILIATIONS S
Show inactives CREATE NEW
NP Last Name * First Name * Middie Name ~ Service Location ~ Effective Date * End Date * Status  ~
iD
10030001 ENKESHAFI ARDALAN 30028368370001 11/22/2021 12/31/99%9 Active
10755644 SKLAR ALLAN H 30029014960001 07/01/2006 12/31/9999 Active
] . o 10 = temi per page 12 OF 2 e
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Figure 9-39: Affiliation - Individual within a Group

SERVICE LOCATION INFORMATION

NP Base D Name

Service Locaton

AFFILIATED PROVIDERS
AUPorRed AATINESTRNON Provider Name

ghorized Adminisirat

RESET INACTIVATE m

AFFILIATIONS 8

| | Show Inactives CREATE NEW

MsY * Business Namw = Sarvice Location ID ~ Efective Date * End Dote
» 25308204 Carsha Meathcare umuensmo; oo 1259
» 1274565330 Teat122 00001 7860002 o 0/2009 05112027
N ESaassn AIMS Hosptw 0000200780001 oo somn
Note: ORP Providers have a similar page to IG Providers, except they do NOT
have an Authorized Administrator section.
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9.3.7.1View Affiliate Service Locations
The Service Location Address for affiliated Providers is accessible from the Affiliations section.

For Group and Facility Providers, the Service Location IDs for associated providers display in the
table. Refer to Figure 9-40.

Figure 9-40: Group View Affiliate Service Locations

AFFILIATIONS )
Show Inactives CREATE NEW

NP1 Last Name * First Name * Middle v Service * Effective Date ¥ End Date v Status ¥
Name Location 1D

1003000 ENKESHAF! ARDALAN 300283683700 11/22/2021 12/31/9999 Active

1073584 SKLAR ALLAN H 300290149600 07/01/2006 12/31/9999 Active

] l. LI ) 10~ ttems per page 12 of 2 hems

For Individual with a Group and ORP Providers, click the caret icon at the beginning of the
Provider record to view the Service Location Address. Refer to Figure 9-41.

Figure 9-41: IG View Affiliate Service Locations

AFFILIATIONS
Show Inactives ~ CREATE NEW

NP1 ~ Business Name ~ Service Location id « Effective Dste +~ End Date v Statys ~

w2 3770688145 PHYSICIANS CARE OF 30027813950001 10/07/2018 12/31/9999 Active
L VIRGINIA, PC
Service Location Address
Address Line 1 City State ZIP Code
%3‘02 FRANKLIN RD ROANOKE Virginia 24014010

L e LT TR PILIVEIAIARMS S ANE NS 2OAN 0L INEANT N LN AR D "My nnn B b A

M 1-9 " 10 = |t=ma per page 1-3 of 3 mam

9.3.7.2 Add Affiliated Provider

Providers and provider delegates may add affiliations. Authorized Administrators may not edit
affiliations for Individual within a Group providers.

1. Click CREATE NEW in the Affiliations section.

2. The Add Affiliate Provider window appears. Complete the Affiliate Provider information
by entering either the Service Location ID or NPI.

3. Click the magnifying glass icon to search for an affiliated provider. Refer to Figure 9-42
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Figure 9-42: Add Affiliate Provider

Add Affiliated Provider

NPy
1003000126

Last Name Middle Name

Full Address

* Effective Date

Note: To search by name, leave all fields blank and click the magnifying glass
icon. Additional search criteria must be entered. Refer to Figure 9-43.

Figure 9-43: Affiliate Provider Search by Name

Add Affiliated Provider

Search Criteria

Search By

|select a value... - |

select a value...
NPI : :

| , arch Criteria
Service Location 1D
Individual Name Specialty
Business Name ~ selectavalue...

City State Zip Code

select a value...

CANCEL m
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4. Optional: If more than one provider matched your criteria, click the Service Location ID
hyperlink to select the provider. Clicking other details does NOT select the Provider.
Refer to Figure 9-44.

Figure 9-44: Add Affiliate Provider Search

|

Add Affiliated Provider

Search Criteria

Search By

select a value
Additional Search Criteria +

CANCEL m

Search Results

NP1 Service Loc Provider Ty] Speciaity  Provider Na Address City State

1003000 3002836 30078368 020 060 ENKESH 7700E RICHMO  Virginia
: AFI

126 PARHAM ND
ARDALA RD
N

1003000 3002836 30028368 0 ENKESH 1602 RICHMO  Virginia 23229
126 837 . AF( SKIPWIT ND 5205
X ARDALA HRD
N

1003000 3002836 30078368 020 060 ENKESH 4604 FREDERI Virginia 22408

10 > Ramipecpage 1100l 251tems &
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5. The Provider’s details populate in the Add Affiliated Provider window. Enter the
Effective Date and click SAVE. Refer to Figure 9-45.

Figure 9-45: Add Affiliate Provider Save

Add Affiliated Provider
@A"MIH:‘J provider recornd sefectag

#* Service Location 1D NP
30028368370001 1003000126

Last Name First Naime ¥ Miodie Name

ENKESHAF], ARDALAN

Full Asdress

7700 E PARHAM RD, RICHMOND, Virginia, 23294-4301

* Effective Date * End Date

12/31/9998

9.3.7.3Inactivate Affiliated Provider

Providers and provider delegates may inactivate affiliations. Authorized Administrators may not
edit affiliations for Individual within a Group providers.

Associations are per provider, and per Service Location, so if a provider is associated with
multiple Service Locations, the relationship will need to be inactivated for each one.

1. Toremove an association for the current Service Location, click the record in the table
for the provider. Refer to Figure 9-46.

Figure 9-46: View Affiliations

AFFILIATIONS =
Show nactives CREATE NEW

NP Last Name * First Name * Middle Name ~ Sarvice Location ~ Effective Date * End Date v Status
0
CURRIE JENNIFER l G3/08/2022 12/31/9959 | Active
ENKESHAFI ARDALAN 11/2272021 12/31/9999 Active
SKLAR ALLAN = 07/01/2006 Active
LU ] . L | 10 =  femupe page of 3 nems

2. The associated provider's details are displayed. Click EDIT. Refer to Figure 9-47.
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Figure 9-47: Edit Affiliation

View Affilated Individual Provider

Service Location ID NPl

30028307180001 1003015678

Last Name First Name Middle Name

CURRIE JENNIFER

Effective Date End Date
03/08/2022 12/31/9999

EDIT

ok

3. Click INACTIVATE. Refer to Figure 9-48.

Figure 9-48: Inactivate Affiliation

Edit Affiliated Provider

Required Fields (% )

Service Locatio... NPI * Effective Date * End Date

3002830718000 1003015678 03/08/2022 12/31/9999

Last Name First Name Middle Name
CURRIE JENNIFER

RESET  INACTIVATE XU SAVE |

4. The association is inactivated and no longer displays on the list. Refer to Figure 9-49.
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Figure 9-49: Save Affiliation Change

;"':UAT.HI"JS =
J
»'-"‘i“":"'ﬂ."‘ VNS suncesafuRy saved
Show Inactives CREATE NEW
NP| Last Name * First Name v Middle Name ~ Service Location v Effective Date * End Date v Status  ~
10030001 ENKESHAF! ARDALAN 30028368370007 117222021 12/31/609G Active
10735848 SKLAR ALLAN H 30029014960001 07/01/2006 12/31/99%9% Active
L) . L ) 10 = fems per page 20t 2 e
5. Optional: To view inactivated associations, select the Show Inactives checkbox. Refer to
Figure 9-50.
Figure 9-50: View Inactive Affiliation
AFFILIATIONS =
|¥! Show Inactives CREATE NEW
NP Last Name * First Name * Middle Name ~ Sarvice Location v Effective Date Q’ End Date v Status  ~
I
[ CURRIE JENNIFER 03/08/2022 12/31/9999 it ]
ENKESHAFI ARDALAN 1/2272021 Active
SKLAR ALLAN H 07/01/2006 hctive
LR . L] 0 = f i) 1 !

9.3.7.4Manage Authorized Administrator

For IG Providers only, the Affiliation section is where you can view and assign your Authorized
Administrator. An Authorized Administrator is a group that can access all Provider Portal
features on behalf of the Provider, except for managing which group is the Authorized
Administrator. Only one Authorized Administrator may be assigned, but the Authorized
Administrator may assign Delegates.

e If you selected your Authorized Administrator during enrollment, the group displays in
this section. The Authorized Administrator already has access, and no further action is
needed.

e If you completed a combined Individual and IG enroliment, you did not have an option to
add an Authorized Administrator during enroliment. You need to add an Authorized
Administrator for your IG Service Location(s) to grant access.

Complete these steps to manage your Authorized Administrator:

1. Click the magnifying glass icon to search for your Authorized Administrator. Refer to Figure
9-51.
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Figure 9-51: Manage Authorized Administrator

AFFILIATED PROVIDERS

Authorized Administrator Provider Narne

Authorzed Adrmirnsirator

RESET INACTIVATE

2. The Search Affiliated Provider window displays. Click the Service Location for the
already affiliated Group Provider you would like to assign as your Authorized
Administrator. Refer to Figure 9-52.

Figure 9-52: Search Affiliated Provider
Search Affiliated Provider

Service Location ID ~ Y NPI v Y Provider Name v T Effective Date End Date

30027604000002 1992887665  ALLAN H.SKLAR,MD,  07/01/2006 12/31/9999
PC

30027813950001 1770688145 PHYSICIANS CARE OF 10/01/2018 12/31/9999
VIRGINIA, PC

30027813950012 1770688145 PHYSICIANS CARE OF 10/01/2018 12/31/9999
VIRGINIA, PC

M« . L | 10 ~ Items per page 1-3of3ltems &

Note: If you do not see the Group Provider that you want to assign, follow the steps in
Section 9.3.7.1— View Affiliate Service Locations.

The Service Location Address for affiliated Providers is accessible from the
Affiliations section.

3. The Provider's Name field populates. Click Save. Refer to Figure 9-53.

Figure 9-53: Save Authorized Administrator

AFFILIATED PROVIDESS

Ao ued ATmavatn Praovee Memve

RESEY  INACTIVATE %
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9.3.8 Credentials

The Credentials page displays information for License, Medicare Number, Drug Enforcement
Administration (DEA) Number, Council for Affordable Quality Healthcare (CAQH) Number, and
NPI details of the Provider. Refer to Figure 9-54 through Figure 9-58.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Note: To modify credentials, edit the End Date of the current record, allow the
change to be processed, then add the new credential.

Only use INACTIVATE if the credentials were entered incorrectly.

Refer to Table 9-8 for a list of fields that can be viewed or edited in the Credentials module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enrollment information.

¢ If the Requires Processing? Column includes a check mark; a change request will be
pending until a PRSS Enrollment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-8: Credentials Fields

NPI
Service Location Base ID
Information Name

Service Location

License Number

Issuing State
Credentials - Issuing Board
Licenses Effective Date

End Date

Status

Medicare Crossover

Add, Edit, Delete

SISKKKK

<

Add and Inactivate

Medicare Number
Only

Credentials - Medicare/DMERC Code Add and Inactivate

Medicare Number Only
Effective Date v
End Date v
Status

g | DEA Number v

Credentials — DEA - .

Numbers Effective Date v/ Add and Edit Only
End Date v
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Status
CAQH Number Add ancci):]rll;ctlvate
Credentials - Effective Date v
CAQH Numbers End Date N
Status
NPI v
Primary v
Effective Date v
Credentials - NPI Non-Primary Only Add and Edit Only
End Date Primary Always
12/31/9999
Status

Note: Adding, editing, or inactivating an NPIfollows the same steps as other
credentials but has a few effective and end dates adjustments.

e The Effective Date cannot be in the future.
e When a “new” primary NPl is added or modified:
o The “new” primary NPIhas an End Date of 12/31/9999.

o The “old” primary NPIrecord (if one exists) remains in the table,
but the Primary indicator changes to No.

o The “old” primary NPI (if one exists) has an End Date one day
before the “new” primary NPI's Effective Date.

e A primary NPIcan only be inactivated if another NPl is listed in the table.
The remaining NPI's Primary indicator changes to Yes, and its End Date
changes to 12/31/9999.

Figure 9-54: Credentials - Licenses

Ty

SERACE LOCATION 2 ORMA TIOoN

i e T Haaere

CREDENTIALS

Show inectives € CREATE MW
Lcanme Nunser maAng State Iz=mung Nownd  Hfeotren Dot nd Dot Statum

Vigna D202 £aoara24 Aclive
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Figure 9-55: Credentials - Medicare Number

CREDENTIALS

e T

Medicarne Crossover Maodacmen Fumber Modicare/ TV RC Code Eflootwe Date

Thees arm o seconds foud

Show lmactves £ CREATE NEW

End Dave Staue

Figure 9-56: Credentials - DEA Numbers

DA ferter * f%ctwe Date * Cnd Dets

Thare are 00 records found

| Bl oacivey O CREATE NEW

v Pgtun ~

Figure 9-57: Credentials - CAQH Numbers

A w— -

CAGH Furved Efiective Oute End Date

L3R 1192020 T

1 bew actiems  © CREAYE NEW
V Dt

Acthve

Figure 9-58: Credentials - NP/

SREDENTIALS

| |

[115] Primaty Effectve Date

Yes 07147200

Shaw Inactives €3 CREATE NEW
End Date Status

12/31/3599 Active
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9.3.9 Provider Type

The Provider Type page displays information such as:

e Clinical Laboratories Improvement Act (CLIA) information if you bill for laboratory
services.

e Durable Medical Equipment, Prosthetics, Orthotics, and Supplies (DMEPOS) Surety Bond
and Accreditation information, if you are a Durable Medical Equipment (DME) supplier.

e Hospital Bed information if the provider is a Hospital or Custodial Care facility.
Refer to Figure 9-59 through Figure 9-62.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-9 for a list of fields that can be viewed or edited in the Provider Type module.
e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enroliment information.

¢ |f the Requires Processing? column includes a check mark; a change request will be
pending until a PRSS Enroliment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.

Table 9-9: Provider Type Fields

NPI
Service Location Base ID
Information Name

Service Location

CLIA Number v
Provider T Certification Type v
rovider Type X .
Information - CLIA Effective Date v Add and Edit Only
End Date v
Status
Surety Bond Number v
Prfovider Type Surety Bond Type v
Information - -
DMESPOS Surety Effective Date v
Bonds End Date \/‘
Status
Provider Type Accrediting Organization v
Information — Effective Date '\f/
DMEPOS End Date v
Accreditation Status
Provider Type Hospital Bed Type v
Information - Number of Beds v
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Hospital Bed Effective Date v
Information End Date v
Status

Figure 9-59: Provider Type - CLIA

PREVIOUS NEXT

%

ey
We e
1000918210 30027 MUNGTER MEDICAL REEEARCH FOUMDATION NG

erees Laeat

JOOZTETHS40001 - MUNSTER MEDICAL RESEANRCH FOUNDATION INC - 907 MACARTHUR BLVD, MUNSTETR, IN 45321-2901

Show Inactives &3 CREATE MEW

EFective Dot £ Dt

1478 12 % Actwe
Figure 9-60: Provider Type - DMEPOS Surety Bonds
an ‘ [ T U T —

Show Inactives 3 CREATE NEW

Sueety Bond Number Surety Bond Type Effocttvn Date End Date Status

There are no recarnds fouesd.
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Figure 9-61: Provider Type - DMEPOS Accreditation

PROVIOER TYRE INFORMATION
I e ey

Show inoctives £ CREATE NEW

Acorediting Organizaton Effectien Dt £nd Date Glahn

Theen are no reconds found

Figure 9-62: Provider Type - Hospital Bed Information

CNES TYPE INPORMATION

Show Insotives 0 CREATE NEW

boapited Bet Type Nurber of Bods EFfective Date Ened Dute Saatus

Thare @e no recouds found

9.3.10 Other Information

The Other Information page displays information such as Certification details (specialty,
certification type, etc.) and language details. Refer to Figure 9-63 and Figure 9-64.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-10 for a list of fields that can be viewed or edited in the Other Information
module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enrollment information.

¢ |f the Requires Processing? column includes a check mark; a change request will be
pending until a PRSS Enroliment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.
Table 9-10: Other Information Fields
O e 0 atio

NPI

Service Location | Base ID
Information Name

Service Location

Language
Effective Date

ANAN
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Other End Date v

Information -

Languages Status
Specialty v
Certification Type v
Other Certification

Other Certification Number v

Information - —

Certifications Exempt From Accreditation v
Effective Date v
End Date v
Status

Figure 9-63: Other Information - Languages

O
om Ty

Frrviors I

[SERVICE LOCATION INFORMATION

N Naaw 1O Nune

Service Loocation

OTHER INFORMATION

[ ]

Show Inactives @ CREATE NEW

Language Statuy

There are no recards found

Figure 9-64: Other Information - Certifications

DTHER INFORMATION

e

Shaw Inactives 3 CREATE NEW

Specunity Certification Type Othes Certification Exernpt From Effective Date End Date Stotus
Certification Humber Accreditation

There are no records found.

Note: If adding or changing an Exempt Certification, you may be required to
enter an End Date. If you are unsure what to enter, contact a PRSS
Enrollment and Management Clerk.
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9.3.11Disclosures

The Disclosures page contains information related to:

e Managing Employee Associations: enable practice owners to disclose any managing
employees within their practice.

e Owner Associations: manage owner information for the Service Location ID, including
ownership percentage and provider ownership.

e Subcontractor Associations: manage subcontractor information for any additional
business relationships tied to a provider who owns an interest or share.

Refer to Figure 9-66.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Note: Click the tab for the desired disclosure, then click Create Newto add a new
disclosure. Refer to Figure 9-65.

Figure 9-65: Disclosures Tabs

Disclosures

Show rectves @ N W

Mo Cay Sinle Screening Status T Meciten Dsbe Ered Dorin

There are no records found

Refer to Table 9-11 for a list of fields that can be viewed or edited in the Disclosures module.

e The fields are listed in the order that they appear in the disclosure.

e Fields may be hidden if they do not apply based on other selections. For example, the
Social Security Number (SSN) is only displayed for individual disclosures.

e Fields that are required show a blue asterisk (*) in the disclosure.

¢ The Requires Processing? column indicates when a change request will be pending until
a PRSS Enrollment and Management Clerk reviews it. Refer to Section 9.3.1.5 - Track
Changes to track changes that require processing.
Table 9-11: Disclosures Fields
) 0

¢ Relationship to Provider’'s Organization
e Last Name

e First Name

e Middle Name

e Suffix Add and Edit Only
e SSN

e Date of Birth

e Fingerprinting Confirmation Number
e Address Line 1

Managing Employee
Associations
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Disclosures

e Address Line 2

e City

e State

e Country

e Zip Code

e Effective Date
e EndDate

e First Name

M a4 Emol e LastName
anaging Employee ;
Associations - Individual * M'ff‘?”e Name Add and Edit Only
Relationship Disclosure | *  Suffix
e SSN

¢ Individual Relationship Type

e Owner Association Type
(Individual/Business)

e Business Name

e EIN (Employer Identification Number)
e LastName

e First Name

e Middle Name

e Suffix
e SSN
e Birth Date
Owner Associations e Fingerprinting Confirmation Number Add and Edit Only

e Address Line 1
e Address Line 2

. City

e State

e Country
e Zip Code

e Email Address

e Percentage Interest
e Effective Date

e EndDate

e First Name
e Last Name

Owner Associations - .
Middle N
Individual Relationship * Id(_j e Name Add and Edit Only
Disclosure o Suffix
e SSN

¢ Individual Relationship Type

e Subcontractor Association Type
(Individual/Business) Add and Edit Only
e Business Name

Subcontractor
Associations
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e Last Name
e First Name
e Middle Name

e Suffix

e TxID (SSN/EIN)
e Birth Date

e Effective Date

e End Date

Note: Ownership Changes — The Percentage Interest of all owners must add up
to exactly 100% with requested changes. Adjust other current owner
percentages and/or adjust the End Date for another owner’s interest to remove
ownership to ensure that the final total is 100%.

Note: Ownership Changes — Generally, attachments are not required; however,

f uploading documentation to support your request, such as a description of why
[y R
[(@oem |

a new owner is being added, may expedite the approval process. Note that all
requested new owners will be screened before the request is accepted, so owner
credential details are not needed.

Figure 9-66: Disclosures

Q-

[SERVICE LOCATION INFORMATION

L Nmwe © Narme

Service Locaton

Disclosures

IR ey ey

| Show Inactives & CREATE NEW

Nuame City State Screening Stutus Effective Dute End Date Status

There are no records found
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9.3.12MCO Network

The Managed Care Organizations (MCOs) Network page displays a list of the MCOs the
Provider has contracted with. You may submit a request to contract with another MCO,
including any required attachments. Refer to Figure 9-67.

Note: Only MCO contracts are viewable in this section. Fee-for-Service (FFS)
contracts are not viewable.

Follow the steps in Section 9.3.1 — Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9-12 for a list of fields that can be viewed or edited in the MCO Network module.

e The fields are organized by section in the order that they appear.
e Fields may be hidden if they do not apply based on your enroliment information.

¢ If the Requires Processing? column includes a check-mark, a change request will be
pending until a PRSS Enrollment and Management Clerk reviews it. Refer to Section
9.3.1.5 - Track Changes to track changes that require processing.
Table 9-12: MCO Network Fields
MCO Netwo

NPI

Service Location | Base ID
Information Name

Service Location
MCO Name
Effective Date

End Date
Participation Status

Contract changes are
submitted to the MCO
for processing

MCO Contracts

ANASEANAN

First Name

Last Name
| agree
Consent Date

MCO Consent

<

© 2022 Gainwell Technologies. All rights reserved. 95
Proprietary and Confidential Release 20.14



VIRGINIA PROVIDER PORTAL USER GUIDE

Figure 9-67: MCO Network

=3 =
ERVICE LOCAT NFORMAT
NF Base D Name
Serwea Location
M O
CREATE NEW
MCO Name Effective Date End Date Participation Status

Med 4 - Optima Health Plan 0dv258/2021 1273179009 No

OCC Phus - HealthKeepers, Inc 0as25/2021 1273199099 No

Note: All MCOs will be listed in the MCO Contracts table. Active contracts
will have a Participation Status of Yes.

9.3.12.1 Create an MCO Request
To submit a request to an MCO, complete the following steps:

1. Click CREATE NEW from the MCO Contracts section.

2. The Add Managed Care Organizations window appears. Select the MCO(s) by clicking
them and using the arrow buttons, then click NEXT. Refer to Figure 9-68.

Note:

e Available MCOs list (left) includes those with which the Provider does
not currently have a contract or pending application.

e Selected MCOs list (right) includes those that the Provider would like
to contract with. This list is initially blank.

3. Select an MCO from the Available MCOs list, then click > to move it to the Selected

MCOs list.
a. Click >>to move all MCOs from the Available MCOs list to the Selected MCOs
list.

b. Select an MCO from the Selected MCOs list, then click < to move it to the
Available MCOs list.
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c. Click << to move all MCOs from the Selected MCOs list to the Available MCOs
list.

Note: Press the CTRL key and click multiple MCOs to select more than
one to move with >or <

Figure 9-68: Select MCO

Add Managed Care Organizations

General Information

Provider Type Speciaity

Physician General Surgeon

Managed Care Organizations

Select the Managed Care Organizations that vou would like to associate with. At least one MCO must be selected to move to the next
step

Available MCOs elected MCOs

CCC Plus - HealthKeepers, Inc. 2CCC Plus - Aetna Better Health of VA

CCC Plus - Magellan Complete Care of VA

CCC Plus - Optima Health Community Care
CCC Plus — Virginia Premier Health Plan inc

Med 4 - Aetna Better Health

Med 4 - HealthKeepers, Inc.

Med 4 - Magellan Complete Care of VA
Med 4 - Optima Health Plan

Med 4 - Virginia Premier Health Plan, Inc.

CANCEL

4. |If disclosure(s) are required, they display in the Disclosure Forms section. Click CREATE
SELF DISCLOSURE to open the disclosure in a new window. Refer to Figure 9-69.
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Figure 9-69: MCO Disclosure Forms

Add Managed Care Organizations

General Information

Provider Type Specialty
Physician Internal Medicine
Disclosure Forms =

Answer all questions. If you do not believe that a question is applicable, select a response of “No”. If you respond “Yes" to any
question, please provide the additional information that may be requested.

CREATE SELF DISCLOSURE X Self Disclosure Status
1} Self Disclosure has not been completed.

5. Complete the disclosure and click SAVE at the bottom of the form. Refer to Figure 9-70.
Repeat for any additional disclosures.

Figure 9-70: MCO New Provider Self Disclosure

'

New Provider Self Disclosure

Providers are required to answer all questions on this form. For responses of “Yes”, additional detads are required in the space provided below
sach question Foe questions that may not be applicable, select a response of "No”

Title Last Name First Name Middle Name Suffix

PLastname PAuto CMiddle

SSN Date of Birth

555-55-5555 09/14/1985

LICENSURE

v BLLION Sver Dasn 1aken aaainst vour heense ar certification. by any state erthcation board in 1the past 1

&. Add Attachments by following the steps in Section 9.3.1.4 - Add Attachments. Refer to
Figure 9-71. Repeat adding attachments until all Requirements Met indicate Yes and
optional attachments have been added.

a. Based on the Provider Type and Specialties for the Provider initiating a contract
request, different sets of required attachments will be listed in this table.

b. The first column indicates which attachments are required.
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c. The second column indicates whether files have been loaded to meet the
requirements. As attachments are loaded, the column indicator changes to Yes.

d. Optional, additional supporting documentation may be attached.
Figure 9-71: Required Attachments

Add Managed Care Organizations

Below is the list of required attachments based on your Provider Type and/or Specialties.You must submit all of the required
documentation to continue with the MCO Enrollment

S

If you do not include your attachments electronically, your application will not be processed until all attachments are received by the

health plan
rRequired Attachment Type Requirement Met 2)
Curriculum Vitae Yes =
DEA No
Federal W-9 Form No
Liability Insurance Declaration Page No
| License and Certification No
\Medical Roard Certification No vJ
| Attachments S
’ CREATE NEW ,
| Transmission Method Attachment Type Upload File 1?
’ Electronic Only Curriculum Vitae Sample Attachment.pdf 5

7. Inthe MCO Consent section of the window, agree to the terms and conditions for each
MCO that was selected in the previous window.

a. Select the I agree checkbox.
b. The First Name, Last Name, and Consent Date fields auto-populate.
c. Click SUBMIT. Refer to Figure 9-72.

Note: Clicking PREV in the lower-left returns you to the previous window and
allows you to change the selected MCOs; however, you will need to restart the
Disclosure and Attachment steps. The attachments will still be added, but the
Requirements Metreset to No, meaning you need to reload any required
attachments.
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Figure 9-72: MCO Consent

Add Managed Care Organizations

Below is the list of required attachments based on your Provider Type and/or Specialties.You must submit all of the required
documentation to continue with the MCO Enroliment.

If you do not include your attachments electronically, your application will not be processed until all attachments are received by the
health plan.

f Required Attachment Type Requirement Met N
Curriculum Vitae &
DEA

Federal W-0 Form

Liability Insurance Declaration Page

License and Certification

wprﬁral Board Certification

Attachments

CREATE NEW
Transmission Method Attachment Type Upload File

Electronic Only Curriculum Vitae Sample Attachment.pdf

Electronic Only DEA Sample Attachment.pdf

Electronic Only Federal W-9 Form Sample Attachment.pdf

Electronic Only Ilsiabimy Insurance Declaration Sample Attachment.pdf
age

Electronic Only License and Certification Sample Attachment.pdf

MCO Consent

CCC PLUS - AETNA BETTER HEALTH OF VA

First Name Last Name ! Consent Date

* v | agree Tom Smith 04/07/2021

CCC PLUS - UNITEDHEALTHICARE COMMUNITY PLAN
First Name & Last Name ' ConseniDats

*|v| | agree Tom Smith 04/07/2021

CCC PLUS — VIRGINIA PRENIER HEALTH PLAN INC
First Name ' Last Name ! Consent Date
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8. A confirmation message displays with a Tracking Number. Click OK. Refer to Figure
9-73. Your request is sent to the MCO(s) for review, and the MCO(s) will reach out to you
regarding the next steps.

Figure 9-73: Confirmation Message

ATIENT CONSULTING | D' success confimaion

The enrollment has been successiully submitted. The application tracking
number (ATN) 1s 133137411

o

Effective Date End Date Partil

Note: You may need to refresh your web browser to see your request on the MCO
Network page.

Note: If the MCO approves your request, the participation status of the MCO will
change to yes on the MCO Network page, and the effective date will update to the
date determined by the MCO.

9.3.12.2 Upload Files

When an MCO requires additional documentation, the MCO Contracts Attachments Required
section displays on the MCO Network page. Complete the following steps to submit
documentation to the MCOs:

1. Message displays from the at-a-glance bar. Select the Read check box. Refer to Figure

9-74.
Figure 9-74: Message from at a glance bar
':iir“ Virginia Department of Medical Assistance Services S Encliah =
) Provider Services

y b Google OLoa ot

Physician ndividus!
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2. Click the upload files icon ( <. ) in the MCO Contracts Attachments Required section.
Refer to Figure 9-75.

Figure 9-75: Upload MCO Attachments

MCO CONTRALTS
CREATE NEW
MCO Name Effective Date End Dato Participation Status
There are no records found.
GCI) CONTRACTS ATTACHMENTS REQUSRED \
Jsa the Sia uplaad oo % uplaad 16es required by an MEQ. For further requred attachment datalle, comaat the reapective MO
MCO Name Published Date MCO Status Date
CCC Plus - Astno Batter Health of VA 11/22/201 01/03/2022 5 3
-~
-
o’

Note: Once the MCO retrieves the documentation, the option to upload files no
longer appears on the MCO Network page.

3. The New Attachment window appears. Complete steps in Section 9.3.1.4 - Add
Attachments to add the attachment.

4. Click Upload Files. Refer to Figure 9-76.
Figure 9-76: Select File
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9.4 Manage Delegates

This feature enables you to establish and maintain Delegates who can perform select functions
in the Provider Portal on your behalf. This feature allows providers or organizations to give
Provider Portal access to their clerical or administrative staff to support daily operations.

These are a few key points about delegates:

e A Provider may have multiple Delegates such as administrative or clerical staff who
perform different tasks.

e A Delegate may be assigned to multiple Providers from various Service Locations.

e A Delegate is assigned to one or more Service Locations and may only access
information related to those assigned Service Location(s).

e A Delegate is an individual with a unique email address; the delegate’s email must be
different than the Provider’s Provider Portal email address.

There are two types of delegates:

o Delegates perform select functions in the Provider Portal that are assigned by the
Provider(s) they represent.

¢ Delegate Administrators (DAs) can access all functions available to the Provider they
represent. This includes creating and maintaining other delegates assigned to work on
behalf of a user.

Note: DAs and Authorized Administrators have similar access, but they are NOT
the same. Refer to Section A-7 - What is the difference between a delegate
and an authorized administrator? for the differences.

1. Click Maintenance from the Navigation Menu to manage Delegates, then click Manage
Delegates. Refer to Figure 9-77.

Figure 9-77: Manage Delegates

MANTENANCE PAYMENT MSTORY »

Portel Profile Muintsrsnce

Marage My Inforetion

Helpful Links

Maraage Dubipiaton

fibnesdicdation 4 + RA Messages

2. Optional: If you have more than one Service Location, click the field for a drop-down list.
Select a specific Service Location to filter the Delegate(s) list for that location.

3. The delegates assigned to that location are displayed on the Registered tab. Refer to
Figure 9-78.
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Figure 9-78: Location Delegates

Provider
Portal

PROYIDER PORTAL HOME ELIBIBILITY SERVICE AUTHORIZATION RESOURCES

Delegates

SERVICE LOCATION INFORMATION

NP Base ID Kame

* Service Location

DELEGATE INFORMATION

b WEAtUN SOt THIRES 50 metuoss Inuctive dededatug

ADD UNREGISTERED DELEGATE ADD REGISTERED DELEGATE

{—— = k.

Narme T Email Addross ¥ Relationship T Delegate Stotus T Setvice Location T Delegate A
Code Association Administrator
Status
J4EBLICY Active Active No

[ EXPORT TOEXCEL  [3 EXPORT TO PDF

\ll 1. LI | 10 + hemsperpage 1-10f 1 e

¢

Note: The Pending tab is not applicable for Virginia Providers.

4. To view details of a Delegate, double-click a Delegate record. The Assign Delegate
window appears with delegate details and currently assigned security functionality for
Provider Portal. Refer to Figure 9-79.
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Figure 9-79: View Delegate Details

Assign Delegate

Required Fields { % )
First Name © LastName

[ Delegate

Relationshi...
SXRJCQL7 v| Active

ADD OPTIONS

(O Assign All Service Locations / Security Functions
(O Assign All Service Locations / Assign Selected Security Functions
(e Select Service Locations / Security Functions

Select "Active’ for all service locations for which this delegate should have access. It is not required to
make a delegate active for any service locations at this time, however, a delegate must be made active for
at least one service location with at least one security function before they will be able to log in on behalf
of a provider.

Select ‘DA’ for all service locations for which this delegate should be a Delegate Administrator. Selecting
DA for a service location automatically gives the delegate all security functions for the specified service
location as well as the ability to add and maintain delegates for that service location.

Active DA Service Location Security Functions

cancet IV H

Note: The Active check box at the top of the window indicates whether the
Delegate can work on your behalf. If the check box is not selected, the Delegate
will not access your account. This check box overrides any active security
functions set for specific Service Locations. Refer to Figure 9-80.
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Figure 9-80: Active Delegate Setting

First Name Last Name UserID
Trainee Sample
Emall Relationship C...

5. Optional: To make changes to the Service Locations or Security Functions accessible to
a Delegate. Click RESET, then make changes and click SAVE.

9.4.1 Delegate Security Access

Delegate access is associated with Service Locations. There are three options when managing
delegate access. Select your choice in the ADD OPTIONS section of Assign Delegate, Add
Registered Delegate, or Add Unregistered Delegate window. Refer to Table 9-13.

Table 9-13: Delegate Security Access

Delegate Access | Access Description
Assgn All Service Locations / Security Set a master DA for all locations with all security functions.
Functions
Assign All Service Locations / Assign Set a delegate with the selected security functions to all
Selected Security Functions locations.
Select Service Locations / Security Set a delegate to selected locations with selected security
Functions functions. Security functions may vary per location.

9.4.1.1 Assign All Service Locations/Security Functions

1. Select Assign All Service Locations/Security Functions.

2. The Delegate Administrator check box appears. Select the check box if you want the
Delegate to have full access, including managing other delegates.

Click SUBMIT. Refer to Figure 9-88.

4. The Delegate is authorized to perform all security functions on behalf of the Provider for
all of the Provider's Service Locations.
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Figure 9-81: Assign All Service Locations/Security Functions

ADD OPTIONS

(® Assign All Service Locations / Security Functions )

Providers can specify that this is a Delegate Administrator for all service locations. The Delegate Administrator will
automatically be given all security functions for all service locations and has the ability to add and maintain delegates for all
service locations.

( ¥| Delegate Administrator )

() Assign All Service Locations / Assign Selected Security Functions
(O Select Service Locations / Security Functions

CANCEL SUBMIT, ,

9.4.1.2 Assign All Service Locations/Assign Selected Security Functions

1. Select Assign All Service Locations/Assign Selected Security Functions.

2. The Available Functions list appears. Select the Security Function(s) by clicking them
and using the arrow buttons, click SUBMIT. Refer to Figure 9-82.

Note:

Available Functions list (left) includes those that the Delegate does not
currently have assigned.

Selected Functions list (right) includes those that the Delegate will have
assigned. When adding a Delegate, this list is initially blank. At least one
security function must be added to continue.

a. Select a security function from the Available Functions list, then click > to move
it to the Selected Functions list.

b. Click >>to move all security functions from the Available Functions list to the
Selected Functions list.

c. Select a security function from the Selected Functions list, then click < to move it
to the Available Functions list.

d. Click << to move all security functions from the Selected Functions list to the
Available Functions list.

Note: Press the CTRL key and click multiple security functions to select
more than one to move with >or <

3. The Delegate is authorized to perform the selected security functions on behalf of the
Provider for all of the Provider’s Service Locations.
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Figure 9-82: Assign All Service Locations/Assign Selected Security Functions

ADD OPTIONS

= i ino | i / yrity Eyncdione

(®) Assign All Service Locations / Assign Selected Security Functions)

Select the functions that the delegate is authorized to access.
At least one function must be selected for active service locations.

Available Functions Selected Functions
Eligibility - Verification __» | Message Center - View and Send Messages
Claims - Payment History Maintenance - Manage My Information
Maintenance - Revalidation
Eligibility - Treatment History
Resources - Search Fee Schedules

Maintenance - Manage My Information - Base EFT

k Dacourcac.  Saacch Cada

(O Select Service Locations / Security Functions

CANCEL

Note: To learn more about security rights associated with a specific function,
move your cursor over the function name in the Available Functions or
Selected Functions list. Refer to Figure 9-83.

Figure 9-83: Function Note

Avallable Functions Selected Functions

Fie Download »

A Setvice Authonzabons

Prowder Mamtenance

Prowsdar Revakdation This nchion wil be used by provaders to
R giver 0cess 10 delegains for secure

Clamms Search

MESSage comespondence

Claims Submission

orvercigbity

9.4.1.3Select Service Locations/Security Functions

1. Select Service Locations/Security Functions.

2. Select the Active check box for each Service Location the Delegate will be assigned to.
If the check box is not selected, then the Delegate will not have access to the Service
Location’s details.
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Note: The Active check box in the Delegate’s information section of this
window overrides any security functions set for specific Service Locations.

Refer to Figure 9-84.
Figure 9-84: Active Delegate Setting
First Name Last Name User ID
Trainee Sample
Emall Relationship C...
PF30KQ8I (V Active )

3. Click each Service Location record to select the Delegate’s Security Function(s) for that
location. If the security access is missing for any Service Location, the access will not
save. Refer to Figure 9-85.

a. If the Delegate will be assigned as a DA, select the DA check box for each desired
Service Location. DAs have access to all Security Functions, including managing
other Delegates.

Note: If the DA check box is selected, the Security Functions section is
hidden for that Service Location. Select a Service Location that does not
have the DA check box selected to view the Security Functions section.

Note: DAs cannot manage other DAs, so the DA column will be hidden for
them.

b. If the Delegate will be assigned limited access, the Available Functions list
appears. Select the Security Function(s) by clicking them and using the arrow
buttons, click SUBMIT. Refer to Figure 9-85.

Note:

o Available Functions list (left) includes those that the Delegate does
not currently have assigned.

e Selected Functions list (right) includes those that the Delegate will
have assigned. When adding a Delegate, this list is initially blank. At
least one security function must be added to continue.

Select a security function from the Available Functions list, then click > to
move it to the Selected Functions list.

ii. Click >>to move all security functions from the Available Functions list to
the Selected Functions list.

iii. Select a security function from the Selected Functions list, then click < to
move it from the to the Available Functions list.
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iv. Click << to move all security functions from the Selected Functions list to
the Available Functions list.

Note: Press the CTRL key and click multiple security functions to
select more than one to move with >or <

4. Click SUBMIT.

5. The Delegate is authorized to perform the selected security functions on behalf of the
Provider for the Provider’s selected Service Locations.

Figure 9-85: Select Service Locations/Security Functions

Select ‘Active’ for all service locations for which this delegate should have access. It is not required to make a delegate active for any
service locations at this time, however, a delegate must be made active for at least one service location with at least one security
function before they will be able to log in on behalf of a provider.

Select ‘DA’ for all service locations for which this delegate should be a Delegate Administrator. Selecting DA for a service location

automatically gives the delegate all security functions for the specified service location as well as the ability to add and maintain
delegates for that service location

Active Service Location ~ v Security Functions

v > - . > =
Primary All security functions

@:umw FUNCTIONS \
Select the functions that the delegate is authorized to access

Al least nction must be sefected fc ce locations.

Available Functions Selected Functions
Authorization Determination - s
Claims
Eligibility - Verification
Maintenance - Manage My Information
Resources «
Maintenance - Revalidation

Maintenance - Manage My Information - Base EFT ¥
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9.4.2 Add Delegate

The process to add a Delegate varies slightly depending on whether the person is already
registered on Provider Portal. Take note of these points:

e Registered Delegates already have Provider Portal credentials, while Unregistered
Delegates do not.

e Registered Delegates must provide you their Last Name and Relationship Code so that
your Service Location(s) and functionality are added to the Delegate’s existing account.
Refer to Section 9.2 - Portal Profile Maintenance - Delegate to locate the Relationship
Code.

e Unregistered Delegates will need to complete registration after you add them and before
accessing your account. Refer to Section 4.1 - Provider Portal Registration.

9.4.2.1 Add Registered Delegate

To add a Registered Delegate, complete the following steps:

1. From the Delegates page, click ADD REGISTERED DELEGATE. Refer to Figure 9-86.
Figure 9-86: Add Registered Delegate Button

ADD UNREGISTERED DELEGATE (AOD REGISTERED DELEGATE )
e
2. The Add Registered Delegate window appears. Enter the supplied Delegate Last Name
and Relationship Code, then click CONTINUE. Refer to Figure 9-87.

Figure 9-87: Add Registered Delegate Window

CANCEL

3. When the system validates the Last Name and Relationship Code, the Add Registered
Delegate window displays the validated Delegate’s information. Refer to Figure 9-88.
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Figure 9-88: Add Registered Delegate Validation

Add Registered Delegate
Required Fieids ( &
First Name ©  LastName User ID
Trainee Sample
Email Reiationship Co
PF30KQ8I v Active

4. Navigate to the ADD OPTIONS section and select the appropriate Service Locations and
security levels. Refer to Section 9.4.1 - Delegate Security Access for an explanation of

security functions and detailed instructions.
5. When finished assigning rights, click SUBMIT. A confirmation message is displayed.
Refer to Figure 9-84.
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Figure 9-89: Add Registered Delegate Submit

Add Regist legate

Required Fields ( %

First Name ) LastName © UseriD
Trainee Sample
Email ) Relationship C

PF30KQ8I v Active
ADD OPTIONS

Assign All Service Locations / Security Functions
) Assign All Service Locations / Assign Selected Security Functions
@) Select Service Locations / Security Functions

select ‘Active’ for all service locations for which this delegate should have access. It is not required to make a delegate
ve for any service locations at this time, however, a delegate must be made active for at least one service location with

® Y
5 &

at least one security function before they will be able to log in on behalf of a provider
t ‘DA’ for all service locations for which this delegate should be a Delegate Administrator. Selecting DA for a service

Select
location automatically gives the delegate all security functions for the specified service location as well as the ability to add

and maintain delegates for that service location

Active DA Service Location ~ ¥ Security Functions
v ry - ‘
(] Exmedy Provider Maintenance
v ’ ] ‘ Second location - \ All security functions

CANCEL SuUBMIT

&. The Delegate can now access your account from Switch Provider in Provider Portal.

w
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9.4.2.2 Add Unregistered Delegate

To add an Unregistered Delegate, complete the following steps:

1. From the Delegates page, click ADD UNREGISTERED DELEGATE. Refer to Figure 9-90.
Figure 9-90: Add Unregistered Delegate

DELEGATE INFORMATION
Use status column filters to include inactive delegates

( ADD UNREGISTERED DELEGATE) ADD REGISTERED DELEGATE

2. The Add Unregistered Delegate window displays. Refer to Figure 9-91.

a. Complete the Delegate’s profile information.

b. Select the appropriate Service Locations and security levels. Refer to Section
9.4.1 - Delegate Security Access for an explanation of security functions and
detailed instructions.

Click SUBMIT.

d. A confirmation message is displayed.
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Figure 9-91: Add Unregistered Delegate Window

Add Unregistered Delegate

Required Fields { % )
Enter the required information below. A registration invitation will be sent to the email address specified, directing the
new delegate to register with the Provider Portal. The delegate will be required to enter the account information to
complete the registration. The new delegate account will be in Pending status until they successfully complete the
registration process.

Last Name @ % First Name

Sample Trainee

* Email ) *¥BithDate © % Last4of..
melissa.wanstall2@dxc.com 01/01/191 s 1234

* Phone Nu... * Primary Language
302-555-5555  English v| Active

ADD OPTIONS

(® Assign All Service Locations / Security Functions

Providers can specify that this is a Delegate Administrator for all service locations. The Delegate
Administrator will automatically be given all security functions for all service locations and has the ability to
add and maintain delegates for all service locations,

(] Delegate Administra

(O) Assign All Service Locations / Assign Selected Security Functions
() Select Service Locations / Security Functions

3. The Delegate receives the emails to complete Provider Portal registration. The Delegate
will access your account from Switch Provider as soon as registration is complete.
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9.4.3 Activate/Inactivate Delegate

Once a delegate is added, the delegate cannot be deleted. However, security rights may be
inactivated. If an inactivated delegate needs to be reinstated, reactivate the delegate's access

rather than adding the delegate again.

1. Click Maintenance from the Navigation Menu to manage Delegates, then click Manage

Delegates. Refer to Figure 9-92.
Figure 9-92: Manage Delegates

SLNRITY - WME e MANTENANCE PAYMANT S TORY »

Ported Profile Muintsrsnce

Marage My Informerten

L At ]

firesdiacdation

srawce
ALTMORIZATION

Helpful Links

2. Optional: If you have more than one Service Location, click the field for a drop-down list.
Select a specific Service Location to filter the Delegate(s) list for that location.

3. The Delegates page displays. The delegates assigned to that location are displayed on
the Registered tab. Double-click the delegate record that you want to activate or

inactivate. Refer to Figure 9-93.
Figure 9-93: Delegates Page

PROVIOER FORTAL MOME SUTINILITY SERVICE AUTHORITATION RESOUACES

Delegates

VICE LOCATION INFCRMATION

Lo RNase D Tanw

* Secvice Location

i

DELEGATE INFORMATION

ADD UNSEGISTERED DELEGATE

ADD REGISTERED DELEGATE

Angsoctation
Statun

JaAEBLICY Q Active Acive

J) EXPORT TO EXCEL ) EXPORT TO POF

\n -.. W10 hemepepege

Nams Y Emnad Addeess Y Rslgtionshp ¥ Delegote Strtus Y Servioe Location
Code

Y Dwlegate
Administrator

No

N
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Note: If you do not see the delegate, update the Delegate Status filter to include
Inactivate.

4. Select or de-select the status check-boxes to change the delegate’s security status for
the Provider Portal. Refer to Figure 9-94.

5. The Active check box at the top applies to all of the provider’s Service Locations. If this
check box is de-selected, the delegate will no longer have access to any Service
Location functionality, regardless of the individual Service Location settings.

&. The Active check-boxes in the table only apply to a specific Service Location.
Figure 9-94: Active Delegate Status

Last Mame

anon ecunty Funchions
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Active DA Service Locetion « ¥ Security Functions

| Resources - Snnmhu-W:Musnoeme View and Sond

Messages, Care Managemes - Search Authorization

Datarmmation; Matanance - Menage My ln1 OOMUAtCEY, RESOUrses,

Malntenance - Revabdation, Mamenanco - Manage My indanmiaton - Base
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9.5 Provider Termination

Provider contracts may be terminated under various circumstances:

e Voluntarily (Not for Cause) such as if a Provider decides to close a Service Location or
does not revalidate in a timely manner
e Involuntarily (For Cause), such as cases suspect to fraudulent activities.
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9.5.1 Voluntary (Not for Cause) Termination

When a Provider’s contract for a Service Location is terminated voluntarily or Not for Cause, the
Provider has a grace period with continued access to the Manage My Information details.

During the grace period, the Provider can manage all provider information details; however,
updates for Effective Date or End Date beyond the grace period will not be saved and will trigger
an error message.

At the end of the grace period, the Provider loses access to the terminated Service Location
details through Provider Portal. If all Service Locations have been terminated, the Provider's
access to log-in to Provider Portal is denied.

Providers terminated voluntarily may apply for re-enroliment.
9.5.2 Involuntary (For Cause) Termination

When the Provider’s contract for a Service Location is terminated involuntarily or For Cause, the
Provider loses access to the terminated Service Location details on the last day of the contract;
there is no additional grace period. If all Service Locations have been terminated, the Provider's
access to log-in to Provider Portal is denied.

9.6 Revalidation

In accordance with the Affordable Care Act Provider Enroliment and Screening Regulations, all
Virginia Medicaid Providers are required to revalidate their enrollment information at least every
five years. When a Provider’s Service Location has met the required revalidation criteria, a
revalidation notification is sent via email or mail, depending on the Provider’s preference. The
notification will contain an Application Tracking Number (ATN), a password, and a link to the
Provider Enrollment Revalidation page. Failure to complete the revalidation may result in
termination from Virginia Medicaid.

Note: Once your revalidation application is generated, changes made through
Provider Portal or requested by a PRSS Clerk will NOT be reflected on your
revalidation application. During revalidation, make all updates on your Provider
Enrollment Wizard revalidation application.

The Revalidation feature enables Providers to view the revalidation due date for a Service
Location. A Delegate can also view this page in the Provider Portal if they are assigned by the
Revalidation Security Function for the Service Location(s).

1. To begin revalidation, click Maintenance from the Navigation Menu and select
Revalidation Ref to Figure 9-95

Figure 9-95: Revalidation
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2. The Revalidation Information appears at the bottom of the page. Refer to Figure 9-96.

a. Optional: If you have more than one Service Location, click the field for a drop-
down list and select a specific Service Location.

Figure 9-96: Revalidation Due Details
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Note: If the revalidation due date has passed, the message includes a
hyperlink to the Provider Enrollment page.

3. Revalidation is available ninety (90) days before your due date. A hyperlink displays in
the Revalidation Information section when it is time to complete the application. Click
the hyperlink for the Provider Enroliment Revalidation page. Refer to Figure 9-97.

Figure 9-97: Revalidation Message with Hyperlink
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4. You are directed to the Resume/Revalidate Enrollment page. Refer to Figure 9-98.
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Figure 9-98: Resume/Revalidate Enrollment
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Note: Refer to the Provider Enroflment Wizard User Guide for details on
completing revalidation.
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10. Payment History

This module allows you to conduct payment inquiries based on your NPI for a specific date
range.

SERVICE

ELIGIBILITY v Cw CRMETUE R PAYMENT HISTORY » RESOURCES » AUTHORIZATION

Payment Hatocy

11. Resources

This module allows you to download documents related to maintaining your provider
information, such as change request letters, Remittance Advice (RA) notices, and revalidation
notices.

1. From the Navigation Menu, click Resources, then click File Download. Refer to Figure
11-1.

Figure 11-1: File Download
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2. The File Download page appears. Enter details, then click SEARCH. Refer to Figure 11-2.
Figure 11-2 File Download Search

File Download
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3. The search results appear below the Search Criteria in the Search Results table. Refer to
Figure 11-3. Click the file name to download the file, then double-click the file to view the

contents.
Note: File Download search results appear in chronological order, with the
most recent file listed first. Use the sort and filter icons to modify your
results. Refer to Section 5.6 - Interactive Features.
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Figure 17-3: File Download Search Results
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Note: Search results are displayed only for the Provider below the Navigation
Menu. If you are a Delegate or Authorized Administrator, verify that you have
switched to the desired Provider. Refer to Sections 4.3 - Switch Provider —
Delegates, 4.4 - Switch Provider — Authorized Administrators, or 4.5 - Switch
Provider — Delegates for Authorized Administrators for instructions to switch
Providers.
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12. Service Authorization

This module allows you to search for existing authorizations and submit new authorizations for
determination. You will be redirected to an external resource that appears in a new window.

To access authorization information, complete either step. Refer to Figure 12-1.

1. From the Navigation Menu, click Service Authorization then Service Authorization.
2. From the Module Tile, click Search for an Authorization, then follow the link.

Figure 12-1: Search for Authorization Determination
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Appendix A. Frequently Asked Questions

These are frequently asked questions regarding terms in this guide:

A-1. What is the difference between a delegate and an authorized

administrator?

Delegates and Authorized Administrators (AAs) are assigned to view and update provider
information on the provider’s behalf. Unless the provider opts out of creating a Provider Portal
account during enrollment, the provider has access to manage all information even after
assigning delegates or an AA.

Refer to the below table to compare the differences.

Delegate Authorized Administrator |

All Providers may manage. Only Individual within a Group (IG) Providers may
manage.
. Group Provider affiliated with the IG’s Service
Single person .
Location.
Multiple allowed Only one allowed per Service Location.
All view and update access for the Service
View and update access may be restricted. Location, except the ability to change the AA.
Delegate Administrators (DAs) have full view and | The AA manages delegates from the AA’s
update access, except to manage other DAs. account; the AA does not manage delegates
directly in the 1G’s account.
May be restricted to a certain Service Location Accesses all Service Locations for IG Provider.
Example: An IG Provider assigns the Group as the
Example: Provider assigns an administrative AA. The Group then manages all information and
office staff member to submit claims. creates delegates to manage the appropriate
Service Location(s).

A-2. Should | End Date vs. Inactivate a Record?

To ensure that your information is correctly represented to Virginia Medicaid, changes need to
reflect the state of the record accurately. Though changing the End Date of a record and
Inactivating a record both change the Status of the record to Inactive (once the End Date is in
the past), the methods have different meanings in PRSS. They, therefore, should be
appropriately submitted for accurate auditing.

To indicate a record that will no longer be applicable, such as an expiring license, edit the End
Date field for the record.

If the record was entered incorrectly, first verify if the fields can be updated to correct the
information. To indicate that the record was entered incorrectly and that the original record
cannot be corrected, Inactivate the record.
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A-3. What is the difference between Revalidation and Re-enroliment?

Revalidation is required every five years for all Providers to verify that provider information,
credentialing, and disclosures are accurate. Fees may be required to be submitted to complete
revalidation based on Provider Type and Specialty.

Re-enrollment is when the Provider has been terminated from the Virginia Medicaid program
and is applying again.

Appendix B. Acronyms

Acronym \ Definition
AA Authorized Administrator
ARRA American Recovery and Reinvestment Act
ATN Application Tracking Number
CAQH Council for Affordable Quality Healthcare
CLIA Clinical Laboratory Improvement Act
CMS Centers for Medicare & Medicaid Services
CPT Current Procedural Terminology
DA Delegate Administrator
DEA Drug Enforcement Administration
DMAS Department of Medical Assistance Services
DME Durable Medical Equipment
DMEPOQOS Durable Medical Equipment, Prosthetics, Orthotics & Supplies
DOB Date of Birth
DXC DXC Technology
EFT Electronic Funds Transfer
FAQ Frequently Asked Questions
FFS Fee-for-Service
HIPAA Health Insurance Portability and Accountability Act
HSMMS Healthcare Solutions Modular Management System
ID Identification
IG Individual within a Group
MCO Managed Care Organizations
MES Medicaid Enterprise System
NPI National Provider Identification
ORP Ordering and Referring Physicians
PAH Primary Account Holder
PCP Primary Care Provider
PRSS Provider Services Solution
RA Remittance Advice
SSN Social Security Number
UAT User Acceptance Testing
VA Virginia
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